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. WORD SEARCH

A. Overview

1. What is Word Search?

2. When do I use the Word
Search functions?

3. What do | need to do before
| run the Word Search
functions?

ICMS User Manual (2009)

Word Search is the fastest, most powerful search option in ICMS, yet very
simple to use. The way you phrase your search is similar to search engines
you use on the internet with some additional tools for searching in a database
program. You can

e search for a single word or phrase

limit your search to a field

e limit your search to records in a Tag Set

e search all fields

e use Boolean logic such as "(Smith and Jones) not Richards"
e search for alphabetic ranges or a range of years

e use hierarchical lexicons to search for related, broader, narrower or
proper terms

e search in more than one directory or type of record (catalog records,
exhibit records, loan records, artist records, etc.) at a time

Word Search will find only the words from your data that have been indexed.
Some words are not indexed, such as articles (a, an, and the) and
prepositions. For further information about words excluded from Word
Search, see Section E below. Words used for Boolean searching are
permanently excluded from search: and, or, not, and to.

There are 3 search tools in the program: Quick Search, Advanced Search,
and Public Search.

Word Search is the quickest way to find any word, anywhere in your
collection database. Use Word Search when you want to find records that
contain a specific word or phrase. Use it alone, or to define a broad group of
records that you can narrow further with a filter.

Word Search will automatically cancel any Tag Set you have activated. If
you have a filter active when you perform a Word Search, the search will
look in the entire database, but when you use your search results, the filter
will still be applied. If you do not want to filter your search results, make
sure to cancel the filter before or after performing your word search. See
Section II of this chapter for information on filters.

Word Search works in conjunction with the Reclassify utility. Words in the
database must be reclassified for the Word Search function to find them.
The system automatically reclassifies records as you add, change, or delete
them. Refer to Section I of Chapter 9 for information on the Reclassify
utility and when you need to use it.
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Is Word Search case
sensitive?

Can | run a Word Search
from any screen?

Can | set a filter within my
word search results?

Can | search more than one
collection at a time?

Quick Search

What is Quick Search?

Where is Quick Search
located?

3. How do | perform a Quick

Search?
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No. You don’t have to know the case of an entry to search for the entry.
However, you must know how the word is spelled in the database. To search
specific fields, you must also know which fields contain the data.

Yes. Word Search is available in any module and associated module.
However, only a few of the supplementals are searchable. To find
information within a specific supplemental, use the Filter option instead. See
Section II of this chapter for information on filters.

Yes. Refer to Section II of this chapter for information on setting a filter.

Yes. In Advanced Search, use the Where To Search tab to select directories,
modules and associated modules to search. See Section C below for
information on Global Search.

Quick Search allows you to type your search directly into the Button Bar
rather than bringing up the Advanced Search Screen. Use Quick Search to
do a basic search in the type of records you are currently viewing (catalog
records, accession records, artist records, exhibit records, etc.).

The Quick Search box is located on the button bar in any module and
associated module you are viewing.
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To perform a Quick Search:
e Type your word or phrase into the Quick Search box on the button bar.

Note: To search for a phrase, put quotations around the words to keep them
together. Otherwise, the system will insert an ‘and’ between words when
searched. Both words would appear in the record, but they may not be in the
same field or order you type them. For additional tips on how to phrase your
searches, refer to Section C below, Advanced Search.

e  Press Enter or click the Quick Search launch button |> next to the
Quick Search box.

e  The system will load your search results into the main screen. The
Status Bar will include “Tag: My Last Word Search”, and the number of
records returned by the search. Your “visible data” now includes only
the records found by the search, held in a temporary Tag Set. This Tag
Set will remain active until you deactivate it, or until you perform
another search. To save this temporary Tag Set for future use, see
Section III of this chapter.
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C. Advanced Search

1. What is the different
between Quick Search and
Advanced Search?

2. How do | access the
Advanced Search function?

ICMS User Manual (2009)
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e The field label for each field in the record that contains your keyword(s)
will be italicized in blue. This creates a visual cue for the user. The
italicized blue field labels remain as long as the Word Search results tag
set is in use. The italicized blue field labels will return to standard
appearance if you exit the catalog screen, cancel the tag set, or perform
another Word Search.

e To deactivate the “My Last Search” Tag Set and return to all records,

click the Deactivate Tag Set button =E on the button bar or select
Deactivate Tag Set on the Record Menu.

Quick Search remembers previous keyword(s) searched. If you click the
down arrow on the quick search box on the button bar, you will see your
previous quick searches. You can select any of these keywords to perform
the same search again.

Advanced Search allows you broaden your search criteria to include other
submodules, directories, and modules as well as related terms from the
hierarchical lexicon in your search. You can also limit your search to a
specific field and view the concordance list of words in your data.

Advanced Search can be accessed from the button bar, menu bar and by
using a shortcut key.

e On the button bar, click the Advanced Search button ﬂ'ﬁ, or
e  On the menu bar, select Advanced Search on the Record menu, or
e  Press Alt-8 on your keyboard.

The Advanced Search window will open.
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Fle Artions  Tools  Help

What do you want to find?

In the Search box below, type the word or phrase you want to find, Press Gtrl-S or click Begin Search to launch the search. If any records are found , from
the Search Results tab press Ctrl-U or click Use Search Results to load the search results as a Tag Set into the main system window,
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Check all Uncheck All

Check the words that you wish to
exclude from the search,

| More Options. ..
3. How do I perform a basic To perform a basic Advanced Search:
word search in Advanced
Search? e Inthe Advanced Word Search window, type the word or phrase you

want to find in the Search box.

e  Press Ctrl-S or click Begin Search to launch the search.
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e  The Search Results tab displays:
—  The number of records found.
—  The number of records returned (very large databases may initially
display only a portion of the results in order to respond more
quickly).

—  The word or expression you searched for.

— Related words searched for, if you used Lexicon Options, a date
range, or wildcard searching.
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— A list of the records found

e To revise the search, type any changes in the Search Expression box and
press Ctrl-S or click Begin Search.

e To view any of the found records, double-click that record in the list.
The record will open in a separate window.

e To use the search results and see all records that match, press Ctrl-U or
click Use Search Results. The system will load your search results into
the main screen. The Status Bar will include “Tag: My Last Word
Search”, and the number of records returned by the search. Your
“visible data” now includes only the records found by the search, held in
a temporary Tag Set. This Tag Set will remain active until you
deactivate it, or until you perform another search. To save this
temporary Tag Set for future use, see Section III of this chapter.
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Added by MK on 4B/IFIE 1200000 AN Lpdeted by AED o OTS/I00L 13:00:00 AN
w

Irwmlmwumm I Roady [ View Mode I 6 record(s) I

e The field label for each field in the record that contains your keyword(s)
will be italicized in blue. This creates a visual cue for the user. The
italicized blue field labels remain as long as the Word Search results tag
set is in use. The italicized blue field labels will return to standard
appearance if you exit the catalog screen, cancel the tag set, or perform
another Word Search. If you limit your search to a particular field, the
program will still italicize the labels for all fields containing your
keyword(s) even those not part of the search string.

e To deactivate the “My Last Search” Tag Set and return to all records,

click the Deactivate Tag Set button =E on the button bar or select
Deactivate Tag Set on the Record Menu.

4. How can | searchin a To limit your search to a specific field in you data:
specific field?
e Inthe Advanced Word Search window, press F11 or select Search Fields
on the Tools menu. The field list will appear.
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5. How can | use the lexicons
in the program to extend a
word search?

Word Search Letters

Limit search to a specific field...
Double click a field to add the word search
code to your search criteria.

[a=accession # ]
s=addl Access #, Subjects, Cbject Use, Prev Ca
B=Alt. Mame

w=Arrangement, Format, Addnl Group, Decor Mo -
C=artist/Maker 2
E=atalog #

D=Catalog Folder

Z=i_atalog Level, Object Form

F=iZataloger

G=Change By

H=Class 1

I=Class 2

1=Class 3

k=Class 4

L=iZond Desc

L=Condition

7=Copyright

MM=0_kr| Prop

M=Culk, of Use

O=Culkural 10

r=Dakes, Tithe, Aboriginal Mame, Revised Nomen

e  Select the field you want to search and double-click it to add the word
search code to the Search box. For example, if you want to search the
object name field only for the keyword, scroll down in the list to find
Object, Object(NOM) in the list and double click it. The code f= will be
placed in your Search box.

e  You can leave the Word Search Letters box on the screen while you
enter your search terms in case you want to select another field to search.
To close the Word Search Letters box, click the X in the upper right
corner.

e Then enter your keyword or phrase after the f= in the search box. Do
not enter a space after the =. For example, f=basket.

e  Press Ctrl-S or click Begin Search.

e  The Search Results tab displays the records where the keyword or phrase
was found in the specific field.

e  To use the search results, press Ctrl-U or click Use Search Results. The
records found will be loaded into your main screen.

Note: All fields where the keyword(s) were found will be italicized
regardless of your search criteria limiting it to a specific field. But the results
will be only those records where the word was found in that specific field.

You can use the lexicons within the program to specify terms that you want
to add to a search. Using terms within the lexicon, you can extend your
search to proper, associated, narrower, broader, and related terms. These
relationships are defined by the Lexicon module, which may include terms
from the Art & Architecture Thesaurus, the Revised Nomenclature, or other
naming systems.

To extend a word search using a lexicon:
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e  When More Options at the bottom of the Advanced Search window is
checked, Lexicon Options become available.

Z Advanced Word Search - @@
Ele Actions Tock Help
What do you want to find?

in the Search box below, type the word or phrase you want to find, Press Ctrl-S or click Begin Search to launch the
search. If any records are found , from the Search Results tab press Ctrl-U or click Use Search Results to load the search r

Advanced Search [Search Results

M

Limit Records Returned To Default (10000) .j Lexicon Options  Where ko Search
Search: Include... Raget bo Dafault

| Proper Term

" Associsted Terms
Narrower Terms
Broader Terms
Related Terms

Show levicon berme to saarch

Check Al Unchedk Al
- Check the words that you wish to excude
o] More Oplions.... from the search,

Gegndearch  Cancel

Search Text

e Enter a keyword or phrase in the search box.

e Select any or all of the lexicon options to include:
Proper Term will look for the word you enter, plus the proper usage
of the word. For example, if you search for IMPRESSIONISM,
Advanced Search will also look for IMPRESSIONIST.

Associated Terms will look for the term you enter, plus any terms
associated with it, according to the lexicon available in your system.

Narrower Terms will look for the term you entered, plus narrower
terms as defined by your lexicon.

Broader Terms will look for the term you entered, plus broader terms
as defined by your lexicon.

Related Terms will look for the term you entered, plus any Related
terms as defined by your lexicon.

e To clear the lexicon terms to include, click Reset to Default.
e When you have selected lexicon options to include, you can see a list of

the lexicon terms that will be searched by clicking Show lexicon terms
that will be searched. The list of terms will appear in the box.

For example, if you type basket in the Search box, select lexicon options to
include and then click Show lexicon terms that will be searched, the system
shows you which terms from the lexicon will be searched for in your records.
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Lexicon Cptions | Where to Search

Include... Reset bo Defaulk

Proper Term
Associated Terms

Marrovwer Terms
| Broader Terms

Shiow lexicon berms bo search

BASKETS

CEREMOMIAL ARTIFACT
COMTAIMER

FOOD SERVICE TEE
PER.SONAL GEAR

Check Al Unichieck Al

Checl the wards that you wish to exclude
from the search.

You can check words in this list that you want to exclude from the search.

e  After selecting the lexicon options, press Ctrl-S or click Begin Search.

e The Search Results tab will show all the related words that were
searched.

&= Advanced Word Search

File  Actions Tools Help

What do you want to find?

In the Search box below, type the word or phrase you want to find. Press Ctrl-S or click Begin Search to launch the
search., If any records are found , from the Search Results tab press Ctrl-U or click Use Search Results to load the search v

Advanced Search  Search Results

Records Found: 219 Records Returned: 219
search Expression Related Words Searched For
basket CEREMONIAL ARTIFACT;;PERSONAL

GEAR; ;FOOD SERVICE
T&E;; CONTAIMER | ;BASKETS

| Directory Capkion Module Marme | 1d I Marne | Details d
| @ PARK - Cubural Res... | I | =
» - Culbural ... = Q. ds ] 3 - |BASKET
- Cukural ... ) Catalog Records PARE [ BASKE
- culbural ... (53 Catalog Records PaRK 7 BASKET
- Cukural ... 53 Catalog Records PARE g BASKET
- cukural ... 5 Catalog Records PARE 191 DEMALT MAT'L PARK Ma... H

et W oo mamu mne n o

|1 Show summary

Beain Search Use Search Resulks Cance|

hasker

6. How can | see a word index  To view the concordance list of all words indexed in your current data
of all the terms in my data? (catalog records, accessions, exhibits, etc):

e  Press F5 or select Concordance List on the Tools menu.
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7. How can | add conditions to
a word search?

Phrase Search

Boolean Search

ICMS User Manual (2009)

Concordance List 3]

What term do you want to add to your search criteria?

Double click a term to add it to your search criteria,

‘Waord A Mumber of Occurrences ]
FLATTIE 5
FLAT'WARE
FLAVCR,
FLAVORS
FLAX

FLDR.
FLDRO4
FLE
FLECKED
FLECKIMNG
FLECKS
FLEEMIMNG
FLEET

o
=1

[aN)
[ =TS NI TR I A

)

e These are all the words in your searchable data with the exception of the
list of excluded words. This list shows the term and the number or
occurrences of the term in your data.

Note: The number of occurrences is not the number of records but the
number of times the word appears in your data. So the term could be
mentioned several times in one record.

e To quickly locate a word or section in the list, start typing the term and
you will be taken to that section of the list.

e To use one of the terms in the list in your search, double click it to add it
to your search box.

e To close the Concordance List, click the X in the upper right corner.

Note: The Concordance List is also an excellent way to find misspellings in
your data, search for the misspelling and then correct the records.

In the Advanced Word Search window, select Search Tips from the Help
menu to view tips on adding conditions to a search. You can create a more
complex and limited search by combining words as follows:

Place double quotation marks around any words you want to search as a
phrase. For example, “Bull Run”. Word Search will find records where
those words appear in that combination. Without the quotes, Word Search
will search for Bull AND Run, finding records that contain both words, but
not necessarily in combination.

Boolean logic, using the conditions AND, OR, NOT and TO can help you
expand or refine your Word Search.

For example:

e AND: To match, the record must include both words. BRASS AND
BUTTON will find records that include both words, whether or not they
appear next to each other. Including additional AND conditions will
reduce the number of records that match. You can use a + (plus sign) in
place of the AND.
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8. How can | search for a
range of dates?

e OR: To match, the record must include one or the other of the words, or
both. BRASS OR SILVER will find records with BRASS, records with
SILVER, and records with both terms. The OR condition will usually
find more records than an AND condition.

e NOT: To match, the record must not include the word. VIRGINIA
NOT “WEST VIRGINIA” will find any record with Virginia, but
exclude those with West Virginia. You can use a — (hyphen) in place of
the NOT.

e AND NOT: The same as NOT.

e TO: Allows you to search for an alphabetic or an alpha-numeric range.
For example, B TO F will find every word that begins with B, C, D, E,
and F. Searching for 3 TO 49 will search for every word (or string of
characters) that begins with 3 through 49 so it will find 30003, 48FN6,
47", 6, 10/31/1963 (because of the 31 in the date), etc.

e ORNOT: To match, the record must include either the word that
precedes OR NOT, or excludes the word that follows OR NOT. For
example, GEORGE OR NOT WASHINGTON will find all records that
either include GEORGE, or that don’t include WASHINGTON.

e Combine conditions using parentheses. (BRASS OR SILVER) AND
BUTTON will find records with the word button, but only those that
also contain the word brass or silver.

Note: When using Boolean logic and searching specific fields, use the
search field code for each keyword. For example, if the code for the Material
field is M and the code for the Object field is O, you might create a search
like this: (M=BRASS OR M=SILVER) AND O=BUTTON. This search will
find only records where the object name is button, and the material field
contains either brass or silver.

You can use two formats to search for ranges of dates:

e 1800..1900
o 19th Century

Both of these examples will find records that include any year from 1800 to
1900.

Note: Do not use TO between dates as this function is an alpha-numeric
function and you will get results that would include 19 instead of actual
years. Always use the .. (two periods) to search for year ranges.

In a flexible date field, circa dates are defined as 10 years on either side of
the date specified and you may enter the circa date using any of the following
variations

Circa or circa
Caorca

Ca. or ca.
Corc
C.orc.
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9. What wildcard options are
available?

10. How can | search within a
Tag Set?

11. Can | use special characters
in my search?

ICMS User Manual (2009)

If you enter Circa 1850 in a flexible date field, word search will find that
record if your search phrase contains any of the dates between 1840 and
1860. For example: Word search will find a record with C. 1850 in a
flexible date field if you search for 1825..1845.

Use asterisks and question marks to expand the scope of your search. This is
helpful when you are unsure of the spelling. For example:

Use the asterisk if you know the first or last few letters of a word. The
asterisk can be placed at the beginning or end of a character string.

e Fitz* will find all occurrences of Fitzgerald, Fitzhugh, Fitzpatrick, etc.

e *ington will find all occurrences of Arlington, Paddington, Washington,
etc.

Use the question mark in place of letters if you are unsure of how the word
might be spelled or you anticipate that it was spelled in multiple ways.

e  Min?r will find all occurrences of Miner and Minor.

e Acet??? will find all occurrences of 7-letter words beginning with
“acet”, such as acetate and acetosa, but will not find occurrences of
acetabulum or acetic since these are not 7-letter words.

You can limit the search to the records in an existing Tag Set by phrasing it
as @TagSetName and keyword. The Tag Set does not have to be active to
use this search method. When the name of your Tag Set contains a space (is
a phrase), you will need to use quotation marks around the Tag Set name.
Also, if you are searching for a phrase, remember to include quotation marks
around your phrase.

e  (wbuttons and brass: This will find all records containing the word brass
in the Tag Set called Buttons.

e  (@buttons and “silver plated”: This will find all records containing the
phrase “silver plated” in the Tag Set called Buttons.

e @’ uniform buttons” and “silver plated”: This will find all records
containing the phrase “silver plated” in the Tag Set called Uniform
Buttons

Yes. You can use the following special characters when searching:
e - (the minus symbol), meaning “NOT”
e+ (the addition symbol), meaning “AND”

e  Accents and diacritical characters, such as those included in the
Windows Extended Character Set, for example the umlaut in “Emily
Bronté”. To include them in your search phrase, press Ctrl-Insert or
right click in the search window and select Extended Character Set off
the right-click menu. Select the character in the Character Map list, then
click Copy. Close the Character Map window and in your Search box,
press Ctrl-V or right click and choose Paste on the right-click menu.

The special character will appear in your search box.
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12. What other search options
are available?

Adjacent search

Did you mean?

13. How do | revise a word
search?

14. How do | save Word Search
keywords to use again
later?

15. How do | get word search
keywords that I've saved?

The additional search options available are Adjacent searches and Did you
mean?

In addition to searching for whole words, and phrases, you can also search
for words that are close to one another. Use the expression “WITHIN 10” to
define how close the words are to one another. For example, CAMERA
WITHIN 5 DIGITAL will find all records where DIGITAL is found within 5
words of CAMERA.

If your search finds no records, the Did you mean... box will appear at the
bottom of the Advanced Search page. Use the pull-down menu to select a
substitute word to correct or refine your search. Word Search will show you
one or more suggested terms. Choose a term from the menu and click the
Substitute Word link to modify your search phrase. Then begin the search
again.

To revise a word search:

e Inthe Advanced Search window, select Revise Last Search on the File
menu.

e  Your last search string will appear in the Search box. Use this option to
repeat or revise your last search. The software remembers your last
search phrase until you exit the program.

Note: If you always want to revise your last search so your previous search

phrase always appears when you open Advanced Word Search, select

Always Revise Last Search from the File menu. The software remembers
your last search phrase until you exit the program.

Saving Word Search keywords may be useful if the keyword string is long or
difficult to reproduce. To save the keywords in a word search:

e Inthe Advanced Search Window, enter your search string.
e From the File menu, select Save Keywords.

¢ Enter a name for the keywords and description if desired. You can also
select whether to allow others to use the saved keywords or only you.

e Click OK. The keywords are now saved for future use.

To use word search keywords that you saved:

e Inthe Advanced Search Window, choose Open Keywords on the File
menu.

e A list of the saved keywords will be displayed. Highlight the keyword
name you wish to use and click OK.

e The keywords will appear in your Search box. Press Ctrl-S or click
Begin Search, to search for these keywords. Note: You can also modify
these keywords before searching if desired.
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16. Can | revise a keyword file?

17. How do I delete saved
keywords?

D. Global Search

1. How do | search in more
than one directory or
associated module?

ICMS User Manual (2009)

Yes. You can open a saved keywords file and make modifications. After
you have made the changes:

e Choose Save Keywords on the File menu to overwrite the current
keyword file, or

e Choose Save Keywords As on the File menu to save the new keywords
in a different file.

To delete keywords that you saved:

e Inthe Advanced Search Window, choose Open Keywords on the File
menu.

e In the list of saved keywords, highlight the one you wish to delete and
click Delete.

When More Options at the bottom of the Advanced Search window is
checked, Where to Search becomes available. By default, the software will
search only the current table (such as Catalog Records, Accessions, etc.) in
the current directory. Use Where to Search to select additional areas to
search.

2% Advanced Word Search El@‘@

Ele Acions Took Help
What do you want to find?

In the Search box below, type the word or phrase you want to find. Press Ctrl-S or click Begin Search to launch the
search. 1f any records are found , from the Search Results tab press Ctrl-U or dick Use Search Results to load the searchr

Advanced Search [ Search Resilts

Limit Records Returned To Default (10000) o3 | [=acen0ptions | where to Search
Search: ¥ use Global Search
Search All...
Modules -
& ¥ collections

@[ Dot - Natural History
@@ Park - Cultural Resources
[ catalog Records

[ Accessions
[ conservation
[¥] Exhibits

¥ Loans out
[¥] Loans In

[ maintenance
] Deaceessions

[ Restrictions
[ rocality
] More Cptiors. .. Y Aobics M aboar EEminant Fin i
Gegn Jearch Cancel

To search in more than one table or directory:

e Inthe Advanced Word Search window, enter your search words in the
Search box.

e  Then, select the Where to Search tab. Note: If you do not see the
Where to Search tab, make sure that More Options is checked at the
lower left of the window.
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e In Where to Search, check the Use Global Search box. This will allow
you to select multiple tables to search.

e  The Search All box displays all available modules. Expand the list of
modules to select other directories and associated modules available in
your system by clicking the + in front of the module or directory. Select
the directories and/or associated modules you wish to search by
checking the box in front of it. If you check the box for an entire
directory, all tables (catalog records, loans, exhibits, etc.) within that
directory will be searched.

e  Press Ctrl-S or click Begin Search to start the search.

When you use the Where to Search option to include other records, the
Search Results tab displays the location of the records found in the list.

& Advanced Word Search

Ele  Actions  Tools  Help

What do you want to find?

In the Search box below, type the word or phrase you want to find. Press Ctrl-S or click Begin Search to launch the
search. If any records are found |, from the Search Results tab press Ctrl-U or click Use Search Results to load the search r

Advanced Search | Search Results

Records Found: 41 Records Returned: 41
Search Expression Related Words Searched For
canoe WATER

TRANSPORTATION--EQUIFMENT; ; CANCES

Directory Caption Madule Mame 4 Id Marne Dietails
&t PARK - Culbural Res.

S E

v 8 PRk - Culbural . 27 ]
PARK - Cultural ... O Accessions PARK-D0Z279 04f03{1961
-~ PARK - Cultural ... O Accessions PARK-00496 07j22{1991
- PARK - Cultural ... ¢ Accessions PARK-0060Z 05/24/1961
~ PARK - Culbural ... O+ Accessions PARK-00604 05j01/1962
PARE - Culbural ... 5% Accessions PARK-D0606 04f20/1965
~ PARE - Culbural ... O Accessions PARK-D0E5T 0320/1995
- PARK - Cultural .., 59 Catalog Records PARK 202 CANCE, DUGOUT 1962
PARK - Cultural ... (53 Catalog Records PARK 203 CAMOE, DUGOUT < 1906
- PARK - Cultural ... 5% Catalog Records PARK 204 PADDLE, CANCE i 1906
- PARK - Cultural .., 159 Catalog Records PARK 205 PADDLE, CANCE i 1906 H
|| Show Summary

Beain Search Use Search Results Cancel

canog

The directory name is displayed along with the module name where each
record was found.

2. How do | save the Global To save Global Search results:
Search results?
e  After performing your global search, press Ctrl-U or click Use Search
Results.

e The program will prompt you to fill in some information about the
global search such as a name and description and whether you want to
share these results with other users.
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3. How can | view my Global
Search results that I've
saved?

E. Excluded Words

1. Does Word Search find
every word in my data?

ICMS User Manual (2009)

B

& Global Search Results Properties

Enter the properties information for the global search.
Mame Word Search(11§1/2009 9:22:50 PM)
Crescription canoe -
-
) Allow Others o Use
®) Alloys Only Me ko Use
Created Bv RED Last Modified Bv RED
Created On 11172009 Last Modified On 11712009
ok Cancel %

Note: By default the name and description will be the date/time of the
search and the search words. You can change these if desired.

e Click OK to save the results. The list will open on the main system.
The Status Bar displays the name of the Global Search Result and the
number of records. Note: To view an individual record, double click it
in the list and the record will open in a separate window.

All Global Search Results are stored under Global Search Results in the
Navigation Pane. Expand the tree for My Results or Shared Results and
select a Global Search tag. The records will display in the Global Search
Results pane on the right.

2 Re:discovery for the LS. Department of the Interior: ICMS

Ele Edi Vew Recod Took Help

RO I AEL = )

Navigation Pane

Global Search Results

Navigator Module Hame A bame: Detals =
£} Home Page || & Drectory Caption: PARK - Cukural Resources (Count=41)
ke System b O Accessions
{ g | & Accessions PARK-00279 04i03/1961
&3 Re: Management Reports | @ Accessions PARK-00496 07fz21981
@Re: Collections > Accessions PARK-00602 051241961
@4 001 - Cultural Resources | Accessions PARK-00604 osjnif1962
£ DOt - natural istary & Accessions PARK-D0606 04{201965
4 PARK - Cultural Resources & Accessions PARK-00857 03j20f1985
3 Cotalog Records 3 CatlogRecords  PaRK 202 CANCE, DUGOUT 1962
3 CatdlogRecords  PARK 203 CANCE, DUGOUT Cl906
3 Catalog Records PARK 204 PADDLE, CANOE C 1906
3 CatdlogRecords  PARK 205 PADDLE, CANOE CL906
B Loans 1n 3 Catalog Records PARK 210 HAT 1963
G52 Maintsnance (3 CatalogRecords  PaRK 222 anz
@@ Deaccessions (3 CatologRecords ~ PARK 251 HAT 1982
LA 3 CatdlogRecards  PARK 252 CANCE, FRAGHENT
(3 CatlogRecords  PARK 253 HAT
{3 Catalog Recards PARK 277 AL, CANCE
3 Catalog Records PARK 252 CANCE (MODEL)
3 CatdlogRecords  PARK 317 CANCE, BIRCHBARK (MODELY
(3 CatlogRecords  PARK 318 CANCE, BIRCHBARK (MODEL)
13 Catalog Recards PARK 325 CANCE, TOY
3 Catalog Records PARK 326 CANCE, TOY
13 Catalog Records PARK 327 PADDLE, CANOE
(3 CatogRecords  PARK 328 PADDLE, CANOE
{3 Catalog Records PARK 329 PADDLE, CANOE
3 Catalog Records PARK 330 PADDLE, CANOE
13 Catalog Records PARK 331 PADDLE, CANOE
3 Catalog Records PARK 356 CANGE, MODEL g

| Shows Summary

| Tag:Word Search(11/1/2009 9:221 | Ready

| Browss Made 41 record(s)

No. There are common words that are excluded from word search such as
articles (a, an, the) and prepositions.
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2. Where can | view a list of
the Excluded Words?

3. Can | remove or add words
to the excluded words list?

4. Can | print the list of
Excluded Words?

F. Public Search

1. What is Public Search?

To view the list of excluded words, in the Advanced Search window, select
Excluded Words from the Tools menu.

& Word Search Excluded Words g@@
Excluded Words
These are the words that are excluded when creating the word search indexes.
Print List
AFTERWARDS  ANYTHING CANNOT EVEM HAD HIS
AGAIN AN HERE [age] EVER HARDLY HIS
AGAINET AT COouLD EVERY HAS HOw
ALL BECAME [s{n] EVERYOMNE HAVE HOWEWER
ALMOST BECOME oo EVERYTHING  HAWING IE
ALOME BECOMING DOES EVERYWHERE HE IF
ALONG BEFORE DOING EXCEPT HEMCE N
ALREADY BEHIND DOMNE FEW HER INC
ALSO BEING Do FIRST HERE INDEED
ALTHOUGH BELOW DURING FOR HEREAFTER INTO
ALWAYS BESIDE EACH FORMER HEREBY 15
AM BESIDES EG FORMERLY HEREIM 1T
AMONG BETWEEN EITHER FRCM HEREUPON ITS
AMONGST BETOMD ELSE FURTHER HERS ITSELF
Ak BOTH ELSEWHERE GET HERSELF JUST
AMT BUT EMOUGH GETS HIM LAST
AMTHOW B ETC GOT HIMSELF LASTLY
< b3
Mew Word  Edit Word  Delete Selected Word(s)
Close

Yes. In the Excluded Words list:

e Toadd a word to exclude, click New Word. A new box will open at the
end of the list. Enter the new term and press enter.

e To delete an excluded word so that it will be searchable, highlight the
word in the list and click Delete Selected Word(s).

®  You can also modify words in the list. Highlight the word and click Edit
Word.

Note: After you have added, modified or deleted words in the Excluded
Words list, you must Reclassify and Sweep the directory for Word Search to
record the changes. Refer to Chapter 9, Tools, for information on Reclassify
and Sweep.

Yes. Inthe Excluded Words list, click Print List. A preview window of the
list will open. In the Preview window, click the Print or Print Direct button
on the toolbar to send the list to the printer.

Public Search is intended for research access to your main collection data. It
lets people with little or no Re:discovery experience query the data for
research purposes and limits the information that they can view. Public
Search turns your computer into a local host by using your default Internet
browser, as defined by your computer’s registry. The Public Search interface
is similar to search engines on the Internet and so is familiar to most users.
Public Search is available in Collection and Archives directories. Associated
module data, such as Accessions, Loans, Exhibits and Names and Addresses,
are not available through Public Search.
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2. How do I access Public To access Public Search for a directory,
Search for a directory?
e Select the directory node in the Navigation Pane first. Note: Public
Search is only available when the directory is selected, not catalog
records, accessions or other module records.

e  Select Public Search on the Tools menu and the Public Search window
will open.

e  Click Start Public Search. Your internet browser window will open for
you to begin searching the directory.

Note: You do not have to be connected to the Internet to use Public Search.
Public Search only uses the Internet browse window to display the pages.

For further information on how to use and configure Public Search, see
Appendix D.
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Il. FILTERS

A. Overview

1.

How do the Filter functions
work?

When do | use the Filter
functions?

What do | need to do before
| use the Filter functions?

Are filters case sensitive?

Can | do a Word Search
within a Filter?

Can | sort a filter?

Can | use filters on
supplemental records?

Can | combine filters?

Quick Filter

What is a Quick Filter?

Finding & Grouping Records/Filters

The Filter functions search every record in your visible data for records that
contain field values that match the conditions or values you request.

There are three kinds of filters:
Quick Filter

Advanced Filter
Built In Filters

You can apply Filters on top of Tag Sets to further limit the scope of your
visible data.

Use the Filter functions when you want to search for data in specific fields or
combinations of fields. For example, you may wish to see only the records
entered by cataloger “Smith” during fiscal year 1998. You can also use
filters to get a range of catalog numbers and locate specific supplemental
records such as the Catalog Notes supplemental for “recataloged” records.

Because you can set conditions on filters, use them for complicated
searches that you can’t easily do using Word Search.

You must know exactly how the value(s) you want to filter against appears in
your data. Make sure you know the acceptable values for the field(s) you
plan to search. You will be able to access authority tables to see a table of
acceptable entries for a field.

No. You don’t have to know the case of an entry to search for the entry.

Yes. If you have a filter set when you perform a word search, the filter will
remain set when you use your search results.

Yes. You can use any of the predefined sorts with a filter or indicate a field
or fields to sort by when you set the filter.

Yes. In fact, the filter is the only way to find information in most of the
supplemental records since many of these are not available in Word Search.

Yes. You can activate an Advanced Filter or Built In Filter and then use a
Quick Filter in the List Pane to further refine your results.

A quick filter is a fast way of finding a group of records using the column
headers in the List Pane for a specific term in a specific field. It works on
your visible data and can be applied to an active advanced filter or tag set.

Note: Quick Filter is not available when the Large Data Navigator is active.
When paging is activated, Quick Filter will only work on the current page of
data. For more information on paging and the Large Data Navigator, refer to
Section VII, System Options in Chapter 9.
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2. How do I use Quick Filter?

3. How do | cancel a Quick
Filter?

ICMS User Manual (2009)

Quick Filter depends on the fields showing in the List Pane. Each sort and
My List View have different fields that appear in the List Pane. See Section
V of this chapter for information on sorts and My List View. In addition,
you can set up different fields to view for Advanced Filters and Tag Sets.

Note: You cannot set a quick filter on a field that is not visible in the List
Pane.

e To set a Quick Filter:

e Inthe List Pane, hover over a column header and click on the drop down
arrow that appears at the upper right corner of that column header.

e  This lists all the unique terms found in that field in your visible data.
Click and drag the lower left corner of the list to enlarge it. Select a
term to filter.

e Your data will now be limited to the records with that term found in that
field. The Quick Filter status bar will appear at the bottom of the List
Pane indicating the quick filter you set. The number of records found in
the quick filter will appear in the Status Bar at the very bottom of the
screen.

Collections - PARK - Cultural Resources - Catalog Records

Catalog # Object, Object{NOM) d
T - -

PARK & BASKET

PARK 7 BASKET

PARK 8 BASKET

PARK 212 BASKET

PARK 214 BASKET

PARK 240 BASKET

—.

Notice the Quick Filter status bar indicates the quick filter criteria that is
currently set. You can cancel the quick filter by unchecking the box in front
of the quick filter or clicking the X. The X will close the Quick Filter status
bar whereas unchecking the quick filter box will not.

Note: You can view and reset previous quick filters from this status bar by
clicking the down arrow and selecting a previous filter. The program
remembers previous quick filters until you exit.

To cancel a quick filter:

e Select (All) on the column header pull down menu that you used to set
the quick filter, or

e Uncheck the Quick Filter box on the quick filter status bar at the bottom
of the List Pane, or

e  Click the X on the Quick Filter status bar at the bottom of the List Pane,
or

e Right click on the column header you used to set the quick filter and
choose Clear Filter.
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4. What are the other options
in the Quick Filter pull down
menu?

(All)

(Custom)

Finding & Grouping Records/Filters

In addition to the unique terms listed in the pull down menu for the column
header, there are several additional filtering options listed at the top of the
pull down menu.

The All option will cancel the current quick filter and return all records back
to the List Pane.

Custom allows you to set additional conditions for the quick filter.

& Filter Builder

- [Dbject, Object{MCM)] Beains with <enter a value =

QK _I | Cancel _I | Apply J

You can select more than one entry in the field on which to base the filter or
select other fields in the List Pane by adding an And or Or condition to the
filter. You can also compare data between two fields.

o In the Filter Builder window, select a specific condition such as “Begins
with” or “Is greater than or equal to” by clicking the ‘Begins with’
condition for a list of other conditions. Your choices are dependent on
the field type, and may include some or all of the following options:

equals

does not equal

is greater than

is greater than or equal to
is less than

is less than or equal to
is between

is not between
contains

does not contain
begins with

ends with

is like

is not like

is blank

is not blank

is any of

is none of

e Then click on the <enter a value> next to the condition for a field to type
your word or words you wish to filter.

e Ifyou want to compare the selected field with another field in the List
Pane using the condition, click the symbol after the <enter a value> field
to select another field in the list pane to compare with the first field.
Only certain conditions allow you to compare fields, such as Equals or
Does not equal.
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& Filter Builder

And ©
[Object, Object{NOM)] Equal

Note: You can change either field by clicking the field name in brackets
for a list of available fields that appear in the list pane.

% Filter Builder

And ©

Alternate Mame
Catalog #
Cataloger
Identified By
Object, Objectguory || Canesl | | apply |

To cancel the compare fields option, click the symbol at the right of the
second field name. It will return to the option <enter a value>.

e You can add additional filter lines by clicking the plus after the And
conjunction and change the conjunction by clicking And to choose
another conjunction such as Or, Not And, Not Or.

B Filter Builder

> [Cataloger] Equals [Identified By]
[Object, Object{MOM)] Begins with | basket

| ok J[ Cancel J[ Apply J

e Toremove a line, click the X at the end of that line.

e  There are also functions to add other groupings with different
conjunctions. Click the And conjunction and select Add Group. Then
select the conjunction that appears below to change it to a different
conjunction.

® Filter Builder X

[Cataloger] Equals [Identified By]

[Object, Object{NOM)] Begins with Basket
e - O

[Object, Object{NOM)] Begins with Bowl

Lok | concel || apety |

e  After setting all your options, click Apply to apply the filter so that you
can see your results before closing the filter builder window or click OK
to apply the filter and close the filter builder window.
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(Blanks)
(Non Blanks)

5. Can I filter on more than one
field in the List Pane?

6. Can | save a Quick Filter?

7. Can | save the results from
a Quick Filter?

8. Where else can | use Quick
Filter?

Finding & Grouping Records/Filters

Note: To edit the filter once it has been set, click the Edit Filter button that
appears on the far right of Quick Filter status bar just below the list pane.

Choose this option to find records where the selected field is empty.
Choose this option to find all records where the selected field is not empty.

Yes. You can make compound quick filters by selecting a term from the pull
down menu in one column and then selecting another term from the pull
down menu in another column. The Quick Filter status bar will show both
fields and the values you selected.

For example, choose History from the pull down menu for Class 1 and then
choose Bowl from the pull down menu for Object.

Catalog # | Object, ... 4 o Class1 g Class4 .. Catalog D... .. Condition o Itemn Count
4 »iPARK 2323 HISTORY 6/5/1997 COM/GD
PARK 6769 BOWL HISTORY 10/5/1996 COM/GD 1.00

The list will show only the History records with an object name of bowl.

Note: You can use any of the quick filter functions in combination. For
example, you could select History for Class 1 and then use a Custom Quick
Filter on the Catalog Date field to set a range of dates for the fiscal year. The
results would be all the History records cataloged during the fiscal year.

If you do not want to create compound filters, remember to cancel the
current quick filter before setting another.

No. Quick Filters cannot be saved. Use Advanced Filter if you want to save
a filter criteria to use again and again. See the Section C below for
information on Advanced Filters.

Yes. You can create a tag set of the quick filter results by selecting Add All
Visible to Tag Set on the Record menu. You can then create a new tag set or
add the records to an already existing tag set. See Tag Sets in Section III of
this chapter.

You can use Quick Filter anywhere in the program where there is a grid with
column headers and records listed below. For example, you can use Quick
Filter in:

e the supplemental records grid for a specific supplemental type,

e the item lists in the associated modules that show catalog records
attached to the associate module record,

e the sub-records tabs in the Archives module that show related sub-
records.
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C. Advanced Filter

1. What is the difference Advanced Filter allows you to search any field within the current table
between Quick Filter and instead of limiting it to the fields in the List Pane. You can also filter on
Advanced Filter? Supplemental records. You can save an Advanced Filter for later use, select

fields to include in the list view, and select the fields to sort by when using
the filter. Saved Filters can be shared with other users or kept private.

2. How do I access Advanced To access the Advanced Filter function:
Filter?

e click the Advanced Filter button ¥ on the button bar, or

e select Advanced Filter on the Record Menu. The Advanced Filter
window will open.

& hdvanced Filter, - PARK - Cultural Resources - Catalog Records

File  Tools

_'}’ CIpEn ﬁ_‘.r Create Mew Save Save s
Filter
Add new filker criteria by clicking on Add a Mew Filker Item (Mot available for Built-in Filters).

Filter Critetia | Filter Properties | Wiew Columns | Order Results By

Lirnit Records Returned To | Default (100000 ad
&) Matkch all ') Makch Any \J Specify Conjunctions

Field Comparison Value | Options_
Object, Object{MOM) (Fas... | Skarts With nd

% Add a New Filter Itern

Activate Save and Activate Save and Close Cancel
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3. How do I create a filter? To create a filter:

e Fill in the filter criteria by selecting the field in the drop down list on
which to base the filter. Fields in the currently viewed module and their
supplementals (for catalog records) are available in Advanced Filter.
Note: The supplemental fields are listed at the bottom of the list in
uppercase.

e  Enter the filter comparison for the field

e Then enter the field’s value you want to find.

4. What are the comparison The comparison options will vary based on the field selected. Options
options for a filter? include:
e Starts With: Contents of field starts with value.
o Doesn’t Start With: Contents of field doesn’t start with value.
e Matches: Contents of field matches value exactly (for Full Text memo
fields).
e Doesn’t Match: Contents of field does not match value exactly (for Full
Text memo fields).
e Equal To (Same): Contents of field matches value exactly (for limited
length, numeric, and date fields).
e Not Equal To (Different): Contents of field does not match value
exactly (for limited length, numeric, and date fields).
e Less Than Or Equal (Below): Contents of field is alpha-numerically
less than or equal to value.
e Greater Than Or Equal (Above): Contents of field is alpha-
numerically greater than or equal to value.
o Contains (Has): Contents of field includes value.
e Doesn’t Contain (Doesn’t have): Contents of field does not include
value.
e Between: Contents of field falls alpha-numerically between 2 values.
Use this option with 2 filter items looking at the same field. This is
useful for setting a range.
Is Blank: Field is empty.
Is Not Blank: Field is not empty.
Is Null: Date field is empty.
Is Not Null: Date field is not empty.

5. How do I filter on more than  Click Add a New Filter Item to include another field in the filter. You can
one field? add several filter items to search multiple fields.
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6. Can | access the authority
tables for a field in
Advanced Filter?

ICMS User Manual (2009)

B Advanced Filter - PARK - Cultural Resources - Catalog Records

File  Tools

ﬂgpen ﬁjgeata ey §ave Save As

Filter

add new filter criteria by clicking on Add a Mew Filter Item {Mot available for Built-in Filters),

Filter Criteria | Fiker Properties | View Columns | Order Results By

Limit Records Returned To | Default (100003 ad
L Match Any ) Specify Conjunctions

Field Comparison Value Optlons_

Object, Object{MOM) (Full ... H Contains (Has) lad  BOWL |__J

Field Cornparison Walue | options_

Log Date \ad| |Greater Than or Equal (Above) d 312005

£ ndd a New Filter Itern

Activate  Save and Activate Save and Close Cancel

Yes. For fields that are associated with an authority table, you can access the
values in the authority table from the Advanced Filter window by clicking

the ) button at the end of the Value field. This button is only active if the
field you have selected is associated with an authority table.

Note: For authority fields that have both a Fast Compare and Full Text
option, the authority table button is only available if you choose the Full Text
option for that field.

When you click the authority table button, the following window will
appear.

I Filter, Using Authority Terms

Filter Using Authority Terms

®)HISTORY
\JETHMOLOGY

\J ARCHEOLOGY

ObjectiNOM) B &)

For fields that wary by discipline, select the discipline to activate the appropriate table {(some fields
rnay show no discipline options). Type the authority termn you want to filter for, or press FS to select
from a list of terms. Click OK when finished.

Select and Close Cancel

For fields that vary depending on the discipline or category, you must
first select the discipline or category to use the appropriate authority
table for the field. If the field is not dependent on the discipline or
category, these options will not appear.

Click the down arrow(s), press F5 or right click in the field and choose
Browse Authority Table to view and select terms from the authority

table. You can also begin typing in the field and the term will autofill.

After selecting the term from the authority table, click Select and Close
to paste the entry into the value field on the Advanced Filter window.
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7. What are the other options
on the Filter Criteria page?

8. How do | create a filter to
search for a specific
supplemental?

Finding & Grouping Records/Filters

The additional Advanced Filter options are:

e Limit Records Returned To: Returns only a specified number of
records. This usually remains at the default setting. It is most useful
when using Large Data Sets and Paging. Refer to Chapter 9, Section
VII, System Options, for information on using Large Data Sets and
Paging.

e  Match All: With this option selected, the filter only returns records that
match all fields as defined in the filter. It assumes an AND between
each item.

e Match Any: With this option selected, the filter returns records that
match at least one field as defined in the filter. It assumes an OR
between each item.

o Specify Conjunctions: With this option selected, you can specify AND
or OR between each filter item. This is useful when you have three or
more fields in your filter criteria and you want to specify different
conjunctions between them.

e Options Button: Brings up options for each filter item.

o Move Up: Move Filter item up in list.

o Move Down: Move Filter item down in list.

o Delete: Delete Filter item.

o Prompt Me for this Value: Rather than specifying a value, this
option prompts the user for the value for this field when the
Advanced Filter is activated. Each time you activate the filter
you can supply a different value without having to modify your
filter. To remove the prompt from the value field, de-select this
option

Note: The Prompt Me for this Value option is especially useful for filtering
on the catalog # field. When the system prompts you for the value, you do
not have to format the number exactly. If you type the catalog # in the Value
field on the Advanced Filter window, you must enter it exactly as it appears
in the data field including the correct number of spaces between the acronym
and number. However, if you allow the filter to prompt you for the value,
you can enter the acronym, a single space and then the number and it will
find the correct record.

In the list of fields, there are some fields listed twice with the following terms
after them:

o  Full Text: Choose the field with Full Text and the filter will search the
entire contents of a memo field. Some comparison options are not
available on Full Text fields.

o Fast Compare: These are shorter versions of a memo field that contain
only the first part of the data for faster comparison queries.

If you need to filter for a supplemental using several fields of that
supplemental in your criteria, the supplemental field filter items in the
Advanced Filter window must be adjacent to each other. The program will
then find only the records where the two field values are located in the same
supplemental.
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9. How do [ activate the filter?

10. How do | save an Advanced
Filter?

ICMS User Manual (2009)

For example, to find all the catalog records that were recataloged in a
specific year, you need to filter on the Catalog Notes supplemental that has
‘recatalog’ as the level and contains the current fiscal year.

In the Advanced Filter window, select the first supplemental field. For
this example, choose CATALOG NOTES: LEVEL. Choose “Matches”
for the condition and enter ‘recatalog’ for the value.

Click Add a New Filter Item for a new row.

Select the next supplemental field. For this example, choose
CATALOG NOTES: YEAR. Choose “Matches” for the condition and
enter the four digit year for the value.

3 Advanced Filter - PARK - Cultural Resources - Catalog Records

File  Tools
J Open i'_; Creake Mew Save Save A5
Filter

Add new filter criteria by clicking on Add a New Filter Itemn [Mot available for Built-in Filkers),

Filter Criteria | Filker Properties | Wiew Columns | Order Results By

Lirmit Records Returned To | Default (10000) [~
(&) Makch Al ) Match Ary ) Specify Conjunctions

Field Comparisan Value | ODtiDns_

CATALOG NOTES:LEVEL H Matches lad| |RECATALOG ,_J

Field Comparisan Yalue | ODtiDns_-

CATALCG NOTES:YEAR ad Matches d 2009

% Add & Meww Filter Ttem

Activate Save and Ackivate Save and Close Cancel

Click Activate to set the filter.

You can add other filter items to the filter but the supplemental field rows
must be together for the program to find that exact supplemental.

Once you have set your filter criteria, click Activate to simply activate the
filter without saving it. The List Pane will refresh and your visible data will
contain only records that match the filter. The filter information will appear
on the Status Bar along with the number of records that match the filter

To save an Advanced Filter for later use:

Select the Fields, Comparisons, and Values for the filter on the Filter
Criteria tab.

On the Field Properties Tab, fill in a name and description for the filter
and indicate whether or not you want to share this filter with other users.
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11. How do | set fields to view in
the List Pane for the filter?

Finding & Grouping Records/Filters

& Advanced Filter - PARK - Cultural Resources - Catalog Records

File  Tools
ﬁ Qpen E- Creake Mew Save E: Save As
Filter

Enter properties if you want to save this filter,
Filter Criteria | Filter Properties | Wiew Columns | Order Results By

MName Books recent to collection

Description | Books cataloged since 1999

' Allows Others to Use
) Allow Only Me to Use

This filter is currently Inactive,

Activate Save and Activate Save and Close Cancel

To save the filter, click Save and Activate or Save and Close.

Save and Activate saves changes to the Advanced Filter and activates
it.

Save and Close saves changes to the Advanced Filter but does not
activate it, leaving your current visible data active.

On the View Columns tab, you can indicate whether to use the List View

already in use or to choose specific fields for the List View and order of
appearance when this filter is activated.

I Advanced Filter, - PARK - Cultural Resources - Catalog Records

Filz=  Tools
F open T Create Mew Save |z Save As
Filter

Determine columns to include in the list view for this filter,
Filter Criteria | Fiter Properties | View Columns | Order Results By

(J Don't change iy lisk wiew (®) Use selected columns in list view

Columns Pick List Columns to Show

Index Terms, Collector, Term (Fu A Catalog #
Itern Count Object, Object{NOM) (Fast Compare)
key Descript (Fast Campare) Log Date
key Descript {Full Text) Logger Id
; Add Selected Item(s) ->
Language, Maker Mark, Obj Use | Add Selected Item(s) -=

Local Collect #, Object Part
Laocation (Fast Compare)
Lacation (Full Text)

Maint Cycle

Manufact. Date (Fast Compare)
Manufact, Date (Full Text)
Manufact, Tech, History, Inscrip/h

=- Remove Selected Ttem(s

Material {Full Text) M

Move Up Move Down

Activate  Save and Activate Save and Close Cancsl

Select “Don’t change my list view” to keep the fields already in the List
Pane.

Select “Use selected columns in list view” to choose specific fields for
this filter. Each time you use this saved filter, the List Pane will contain
the fields you specify with this option.
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12. How do | specify a sort
order for the filter?
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e To add fields, choose a field in the Columns Pick List and click Add
Selected Item(s).

e To remove fields, highlight the field in the Columns to Show and click
Remove Selected Item(s).

Note: You can highlight more than one field by using Shift-click and Ctrl-
click.

e To change the order of the fields in the Columns to Show, highlight a
field and click Move Up or Move Down.

On the Order Results By tab, you can indicate whether to use the Sort order
already in use or to specify fields to sort the records when this filter is
activated.

& Advanced Filter, - PARK - Cultural Resources - Catalog Records

File  Toals
7 open [ Create Mew Save Save As

Filter

Determine the sort order to associate with this filter,

Fiter Critetia | Filter Properties | View Columns | Order Results By

' Use View Columns &) Specify Columns ta Sork By Copy Wiew Colurnns
Caolumns Pick List Columns to Sort By
Key Descript (Fast Compare) ~ ﬁ‘é_ Log Date

Local Collect #, Object Part

: fi& Object, Object{NOM) (Fast Cormp:
pasaton {fast Compare Add Selected Ttern(s) -= E ol

Maint Cycle <- Remove Selected Itemn(s}
Manufact, Date {Fast Compare)

Object Status (Fast Compare)

Parts

Patent Date b

Mave Up Mave Down

When using large sets of data use this sort...

By Key Descript d

Activate Save and Activate Save and Close Cancel

e Select “Use View Columns” to sort by the fields you chose on the View
Columns tab.

e Select “Specify Columns to Sort By” to select other fields to sort by.

e  You can select fields in the Columns Pick List and click Add Selected
Item(s) to add it to the Columns to Sort by.

®  You can also use Copy View Columns to bring in the fields being used
in the List View from the View Columns tab. This is a helpful shortcut
to populate the Columns to Sort by. You can then rearrange and remove
fields that you do not want to sort by.

e Double-click on a field on the Columns to Sort By box to toggle
between ascending [ (1-9, A-Z) and descending 7 (9-1, Z-A) order.

e Use Move Up and Move Down to change the order of each field in the
sort when sorting on more than one field.

Note: If you leave the Columns to Sort By empty, the filter will use the Sort
order already in use.
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For more information on the option regarding large data sets, see Chapter 9,
Section VII, System Options.

You can also change the sort once the filter is activated by using Quick
Sort in the List Pane. See Section V of this chapter for information on
using Quick Sort.

13. Can | modify a filter once | Yes. To modify an active filter, click on the Filter button on the button bar.

have activated it? The Advanced Filter window will open with your active filter information
visible. Make any changes necessary and click Activate or Save and
Activate.
14. How can | access saved There are two ways to access saved filters:
filters?

e  From the Advanced Filter window
e  From the Navigation Pane

To access saved filters from the Advanced Filter window:

e  (Click the Advanced Filter button ? on the button bar or select
Advanced Filter on the Record Menu.

e Then click Open on the toolbar or select Open from the File Menu. The
list of saved filters will open.

2 Filters - PARK - Cultural Resource. .. E@@

Select a filter from the list.

) Shows Cnly My Filkers

#) Show Al Filkers

Filker 4 Date Crea.., Status
Accession numbers 4/2812005 Inactive 2
Appraisal Date is not empty 41272005 Inactive

art gf4/2005 Inactive
between 62012006 Inactive
Eottles 5/412006 Inactive
Catalog Mo bekween 11/10f2005 Inactive
Catalog Mo graater tham ... 11/10/2005 Inactive
Catalog Mumber Range 2fz112005 Inactive
Condition Excellent 4/18/2005 Inactive
Controlled Property 1/17}2006 Inackive a
|1 show Summary

oK Cancel

e Select one and click OK to open it and then you can activate it, with or
without editing it first.

Note: You cannot change filter properties created by another user. You can,

however, open one created by another user and save it with a different name
using Save As on the toolbar. You can then modify the newly created filter.
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To access saved filters from the Navigation Pane:

Each table (catalog records, exhibit records, etc.) has nodes for saved
Advanced Filters.

MNavigator
| : u}ﬂ, PARK - Cultural Resources
¥ Catalog Records
& TH My Tags
I TH shared Tags =
P Built In Filters y
P My Filters
@ [shared Filters
% Accession numbers
™ appraisal Date is not ermpty
e art

W

£>>_

% between

\‘}’ Bottles

\'} Catalog Mo between

'} Catalog Mo greater than and less than

'\)’/ Condition Excellent

£ \'? {—{lstor’y Ub.Jl.BCt.s a

My Filters are those you saved with “Allow Only Me to Use” on the
Filter Properties tab.

Shared Filters are those all users saved with “Allow Others to Use” on
the Filter Properties tab. The Filter Criteria can only be edited by the
user who created the filter but all users can activate shared filters.

Built In Filters are saved Advanced Filters that come preinstalled in the
software. They cannot be edited or deleted. Refer to Section D below
for more information on built in filters.

To activate a filter, click the filter name in the Navigation Pane. The
List Pane will refresh and your visible data will contain only records that
match the filter.

Note: You can also add a new filter from the Navigation Pane. Right-click
on My Filters or Shared Filters in the Navigation Pane and choose Create
New Filter.

To see other options for the filter, right-click the name in the Navigation
Pane. You have the following options:

Apply filter: Activates the selected filter. If a Tag Set is already active,
the filter is applied to the Tag Set. Only records that match the filter and
are in the Tag Set will be listed in the List Pane.

Apply filter, clear tag set: Available if a Tag Set is already active.
Deactivates the Tag Set and activates the selected filter.

Apply filter, keep list view: Activates the selected filter and keeps the
list view currently in use rather than applying the one specified in the
filter. If a Tag Set is already active, the filter is applied to the Tag Set.
Only records that match the filter and are in the Tag Set will be listed in
the List Pane.
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15. How do | deactivate a filter?

16. How do | delete a saved
filter?

17. Can | save the filter results
as a Tag Set?

D. BuiltIn Filters

1. What are Built In Filters?

2. Where are Built In Filters
available?

Finding & Grouping Records/Filters

Apply filter, clear tag set, keep list view: Available if a Tag Set is
active. Deactivates the Tag Set and activates the selected filter and
keeps the list view currently in use rather than applying the one specified
in the filter.

Modify filter: Brings up the saved filter to be edited.

Delete filter: Deletes the selected filter.
To deactivate a filter:

e  Click on the deactivate filter button = on the button bar, or
e  Select Deactivate Filter on the Record Menu.
Your List Pane will refresh to show all records.

Note: The program remembers when you have a filter set. If you leave the
module without deactivating the filter, the next time you return to that
module, the filter will still be active until you exit the program.

To delete a saved filter:

e Inthe Navigation Pane, right click on the saved filter and choose Delete
Filter, or

e In the Advanced Filter window, click Open to select the saved filter if
not already selected, highlight the filter and click OK. Once the saved
filter is selected, click Delete on the button bar or select Delete on the
File menu.

Yes. You can create a Tag Set of the filter results by selecting Add All
Visible to Tag Set on the Record menu. You can then create a new Tag Set
or add the records to an already existing Tag Set. See Tag Sets in Section III
of this chapter.

Built In Filters are saved Advanced Filters that come preinstalled in the
software.

You cannot edit or delete Built In Filters. If you need to add additional
criteria to the filter, set the Built In Filter and click on the Filter button on
the button bar. You will see the criteria for the Built In filter in the
Advanced Filter window. All fields will be inactive. Click Save As on the
toolbar and give the filter a different name. When you click OK, you will
be able to add more filter items or change other settings in the filter. The
original Built In Filter will remain unchanged. Save and Activate the new
filter.

There are Built In Filters in catalog records, archives records and several of
the associated modules (Accessions, Exhibits, Loans Out and Loans In).
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3. How do | access the Built I The Built In Filters are accessed through the Navigation Pane. To access the
Filters? Built In Filters:

e You must first load the records from the collections module or
associated module you wish to filter (e.g., catalog records, accession
records, etc.). Select one of the modules under a directory so that the
records appear in the List Pane and Record Pane.

e Inthe Navigation Pane, expand the catalog records, archive level or
associated module node under a directory by clicking the + in front of it.

e  Within each collections module and associated module you will see the
node for Built In Filters. Click the + to expand it and view the Built In
filter options.

e Re:discovery for the National Park Service: ANCS +
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4. How do | activate a Built In To activate a Built In Filter:
Filter?
e  Make sure the records are loaded in the List Pane and Record Pane.

e Inthe Navigation Pane, click on the Build In Filter option you want to
activate.

¢  You may be prompted to enter a value to filter for or the filter will
activate automatically and your List Pane will refresh to show the filter
results.

5. What are the Built In Filters ~ There are several Built In Filters for catalog records in the Collections
for Catalog Records? module.

Accession Number Range Prompts you to enter a beginning accession number and ending accession
number to filter for.

For example, enter PARK-00020 in the first field and PARK-00021 in the
second field. Then click OK. The results will be all records with an
Accession number from PARK-00020 to (and including) PARK-00021. If
you want to filter for one accession number, enter the same accession
number in both fields.
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Catalog Number Range

Controlled Property

Count Fix

Draft Records

NAGPRA

Recently Added

Finding & Grouping Records/Filters

S=1E3

&3 Filter Prompt - Accession Number, Range

Accession Number Range

Recards whase Accession Murmber is between the prompted
accession numbers,

Accession # Between

and

o

K Cancel

Prompts you to enter a beginning catalog number and ending catalog number
to filter for.

For example, enter PARK 35 in the first field and PARK 95 in the second
field. Then click OK. The results will be all catalog records from PARK 35
to PARK 95.

Note: You do not have to format the catalog number with the correct
number of spaces. It must include the acronym in uppercase, a space and
then the number.

Y Filter Prompt - Catalog Number Range g@@

Catalog Number Range
Records whaose Catalog Murmber
is between the prompted catalog
Catalog # Between

PARK 35

And

PaRE 95

[

K Cancel

Filters your visible data for any record where Ctrl Prop = ‘Y.

This filter finds all the records that have data entry errors with Item Count,
Quantity and Storage Unit. It searches for three criteria:

e Itlooks for records where the Item Count and Quantity both have entries
(Item Count >=1 and Quantity >=0.1)

e Itlooks for records where the Item Count has an entry, but the Storage
Unit does not have ‘EA’ in the field.

e It looks for records where the Quantity has an entry and the Storage Unit
has ‘EA”’.

Filters your visible data for any record where the Object Status = ‘DRAFT
RECORD.’

Filters your visible data for any record where the NAGPRA field is not
empty.

Filters for records where the Log Date is between a selected date range. You
are prompted to select how recent.
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& Filter Prompt - Recently Added

Recently Added
Records logged by anybody within the prompted date range.

Log Date is & Inthelast |1 | maonth(s)
_J Inthe last dayis)
) Between and

[

K Cancel

e Select the first option and indicate the number of months for records
entered prior to today’s date.

e Select the second option and indicate the number of days for records
entered prior to today’s date.

e  Select the third option to specify a date range. For example, you could
enter a fiscal year date range: 10/1/2008 and 9/30/2009. You can use
the down arrow to access a calendar and select a date.

Recently Changed Filters for records where the Change Date is between a selected date range.
You are prompted to select how recent. The options are the same as for
Recently Added above.

Recently Changed by Me Filters for records where the Change Date is between a selected date range

AND the Change By is your current user login. You are prompted to select
how recent but the Change By entry is automatically completed from your
user ID when you logged into the system. The options for the date range are
the same as for Recently Added above.

6. What is the Built In Filter for ~ There is only one Built In Filter for Accessions:
Accessions?
Not Fully Cataloged: Filters for records where the Catalog Status field does
not equal ‘Fully Cataloged.’

7. What is the Built In Filter for ~ There is only one Built In Filter for Exhibits:
Exhibits?
Current Exhibits: Filters for records where the End Date for the exhibit is
above today’s date or is blank.

8. What are the Built In Filters There are two Built In Filters for both Loans Out and Loans In associated
for Loans Out and Loans In? modules:

Current Loans Filters for records where the End Date for the loan is above today’s date or is
blank.
Loans Ending within a Month Filters for records where the End Date for the loan is between today’s date

and the same day next month — e.g., between 7/10/2009 and 8/10/2009.
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9. What are the Built In Filters Each level of an archives directory (Collection, Series, File Unit, Item) has
available in the Archives the same list of Built In Filters.
records?
Accession Number Range
Catalog Number Range
Recently Added
Recently Changed
Recently Changed by me

These work the same as the Built In filters for catalog records. See D.5
above for further details on these filters.

10. What are the Built In Filters ~ There is one Built In Filter for the ACP Checklist under Management
available in the Automated Reports:
Checklist Program?
DOI Required Questions: Filters for the checklist questions under each
facility that are required by the Department of the Interior.

See Appendix J, Automated Checklist Program for further information.
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lll. Tag Sets

A. Overview

1. How does the Tag Set
function work?

2. When do | use the Tag Set
function?

3. How do I access the Tag
Set functions?

ICMS User Manual (2009)

A tag set contains markers pointing to a subset of data within your main
table. Tag sets allow you to view and work with only the records of interest
to you. The records in a tag set are not copies of the “real” records. They are
the actual records, grouped for the convenience of the user. Any change you
make to a record in a tag set is a change to the actual record.

Use the Tag Set function when you want to work with only a portion of your
data. You can create tag sets to save the results of a word search, quick filter
or advanced filter, or create one manually. Once created, you can quickly
activate a tag set to continue work on a specific section of your data.

Tag sets can be temporary or permanent. Word Search creates temporary
tag sets. The Tag Set function allows you to create permanent tag sets.

All Tag Set functions are located on the Record menu.

Becord | Tooks  Help

et Flecord F4
Last Record Fr
Find Record CtreF
Get F&

Advanced Search Ak+8
Advanced Filer

$E/, 1L BE

Tag Set Management
Sctivate a Tag Sat

L=

Deactivate Tag Set

Add Al Visible tp Tag Set

Add Selected Ihem(s) bo Tag Sat
Remave Selected Item(s) from Tag Set
Buld a Tag Set

Create Tag Set of Random Records

Beports "
S Full View |

There is also a Tag Set Management toolbar available for quick access to Tag
Set functions. To activate the Tag Set Management toolbar, select Tag Set
Management under Toolbars on the View menu. The Tag Set Management
toolbar will appear below the button bar at the top of the screen.

2 Re:discovery for the LS, Department of the Interior: ICMS - E X
Ele Edt Yew Record Jook Heb
O UEISIE v GG JPAY O FATTIITED
[29 set Management T~ acd At visble tg Tag Set Add Selected Remis)to Tag Set Bk a Tag Set. Create Tag Set of Random Records |
Navigation Pane ] Collections - PARK - Cultural Resources - Catalog Records
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B. Creating a Tag Set

1. How do | create a tag set of
the visible data?

Finding & Grouping Records/Tag Sets

Use Word Search, Quick Filter or Advanced Filter to define a subset of data
as your visible data. To create and save a tag set of currently visible data:

e From the Tag Set Management toolbar or the Record menu, choose Add
All Visible to Tag Set. The Tag Set Wizard comes up.

Tag Set Selector,

Select a Tag Set
Do wou want to create a new tag set or seleck an existing one?

| cancel | Mext =

e Select Create a new tag set. Then click Next.

Select a Tag Set
Enter properties information For wour new tag set,

Mame

Descripkion

) Allowe Others to Use
' Allows Only Me ko Use

| Cancel | =Back | Finish

e Enter a name for the Tag Set.
e Enter a description (optional).
e Select whether to allow others or only you to use the tag set.

e  Click Finish. You will get a confirmation message of how many records
were added to your tag set.
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2. How do I create a tag set by
manually selecting records
in the List Pane?

ICMS User Manual (2009)

Re:discovery for the National Park Service: ANCS+ g|

\!J) 66 Iterm(s) have been added to the tag set,

e Click OK

Tag sets are static. If you add new records to the database that you want to
include in an existing tag set, you must add them to the tag set. The tag set
doesn’t search for and add records automatically.

Note: Creating a tag set does not automatically activate it as your visible

data. You must click the Activate a Tag Set button 228 on the button bar or
Tag Set Management toolbar, or choose Activate a Tag Set on the Record
menu. You can also activate a tag set by clicking on the Tag Set name in the
Navigation Pane. These are listed in the My Tags or Shared Tags options
under each module. (See Section C below for information on activating a tag
set.) You can deactivate the tag set and reset it at any time. Use the

Deactivate Tag Set button <E on the button bar or Tag Set Management
toolbar, or choose Deactivate Tag Set on the Record menu.

To create a tag set by manually selecting records:

e Inthe List Pane, highlight a record you wish to include in a tag set.

If you want to select... then...
consecutive records in the hold down the shift key and click on the
List Pane, last record you want to include in a tag

set. All records in between will be
highlighted in addition to the first and
last record.

records that are not consecutive hold down the Ctrl key and click on

in the List Pane, individual records in the List Pane. You
can scroll the list and continue selecting
individual records by holding down the
Ctrl key before you click on a record.

e  After highlighting the record(s) you want in the List Pane, click Add
Selected Item(s) to Tag Set on the Tag Set Management toolbar or from
the Record menu. The same Tag Set wizard appears as in B.1 above.

e Select Create a new tag set. Then click Next.

e Enter a name, description (optional), and select whether to allow others
or only you to use the tag set. Then click Finish.

e  You will get a confirmation message of how many records were added
to the tag set. Click OK.

Note: If you want to continue browsing through your records and adding
several at a time to the same tag set, use the Build a Tag Set option described
in B.5 below.
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3. How do | add a single item To add one record to an existing tag set:
to an existing tag set?
e Highlight the single record in the List Pane that you wish to add.

e  On the Tag Set Management toolbar or from the Record menu, click
Add Selected Item(s) to Tag Set.

e Inthe Tag Set wizard, choose “Select an existing tag set.” Then click
Next.

Tag Set Selector

Select a Tag Set
Select an existing tag set from the list,

| Date Creabed | Status ad

Easkets 7128/2006 Inactive =

B 7l17(2006 Inackive
BEOTHDIR. FI7z006 Inackive
CANOE 7I17]2006 Inactive .
—— = e laad
|| Show Summary

| cance] J | =Back ] | Finish

e Select whether to show only tag sets you have created, or tag sets shared
by others.

Note: If you do not see any tag sets in the list, select Show All Tag Sets. The
Show Summary option at the bottom will show the tag set descriptions (if
entered).

e Highlight the tag set in the list and click Finish.

*  You will get a confirmation message that 1 record was added to the tag
set. Click OK.

4. How do | add a group of To add a group of records to an existing tag set:
records to an existing tag
set? e  Establish your visible data with Word Search, a Quick Filter, or

Advanced Filter, or by activating another tag set (see C below for
activating a tag set). Or select multiple records in the List Pane by using
Shift-click or Ctrl-click.

If you have... Then...
Word Search results, a filter click Add All Visible to Tag Set
or tag set activated, on the Tag Set Management toolbar or

Record menu.
selected multiple records in the click Add Selected Item(s) to Tag Set

List Pane, on the Tag Set Management toolbar or
Record menu.
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5. What is the Build a Tag Set
option?

ICMS User Manual (2009)

Note: Be careful when selecting Add All Visible to Tag Set. If you have
only highlighted records in the List Pane, you must use Add Selected Item(s)
to Tag Set. If you click Add All Visible to Tag Set instead, you will add all
records contained in your current list to your tag set, not just the highlighted
records.

e Inthe Tag Set wizard, choose “Select an existing tag set” and click Next.
e Highlight the tag set in the list and click Finish.

e  You will get a confirmation message of how many records were added
to the tag set. Click OK.

If you are browsing through your records, performing various word searches
or activating various filters and want to periodically add the resulting records
to the same tag set, use the Build a Tag Set option. This allows you to add
various subsets or selected records to the same tag set with the single click of
a button.

To use the Build a Tag Set option:

e On the Tag Set Management toolbar or from the Record menu, click
Build a Tag Set. The button and menu option will stay activated until
you click it again.

e The Tag Set wizard will open. Select whether to create a new tag set or
select an existing tag set. Then click Next.

e Ifyou are creating a new tag set, enter a tag set name, description and
select who to allow to use the tag set. If selecting an existing tag set,
highlight the tag set in the list that appears. Click Finish.

You are now ready to add records to the tag set you created or selected. The
status bar at the bottom of the screen indicates that you are building a tag set
with the name of the tag set listed. (E.g. Building: Exhibit A.)

e Perform various word searches, activate filters or quick filters to
establish subsets of your data. Each time you establish a subset that you
want to add to the tag set, click Add All Visible to Tag Set on the Tag
Set Management toolbar or from the Record menu. The records will be
automatically added to the selected tag set. (The tag set wizard will not
appear.) A confirmation message indicates how many were added to the
tag set each time.

e To add records that you have highlighted in the List Pane using Ctrl-
click or Shift-click, select Add Selected Item(s) to Tag Set on the Tag
Set Management toolbar or from the Record menu. You can highlight
several in a row, or select just single records to add one at a time. Each
time you click Add Selected Item(s) to Tag Set, the highlighted record(s)
in the List Pane will be added to the same tag set. You will get a
confirmation message indicating how many were added each time.

e  When you have finished adding records to the tag set you are building,

click Build a Tag Set on the Tag Set Management toolbar or from the
Record menu to stop building the tag set.
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C. Activating a Tag Set

1. How do | activate a tag set?  Tag Sets can be located and activated from a couple of places in the program.

e  From the Button Bar/Menu Bar
e  From the Navigation Pane

Button Bar or Menu Bar e  Click the Activate a Tag Set button .8 on the button bar or Tag Set

Management toolbar, or select Activate a Tag Set on the Record menu.

2 Select a Tag Set |Z| |E| E|

Select a tag set from the list.

') Show Only My Tag Sets

5

Date Created Skakus
71 06 Inactive

Baskets Fl2a12006 Inactive

BOOK 772006 Inactive
BOTHDIR. 711712006 Inactive
CAMOE 772006 Inactive
ETHMNO 711712006 Inactive
ExHIBIT 772006 Inactive
HISTORY 711712006 Inactive
RED1 772006 Inactive

|| show Summary

p]

K Cance|

e Select whether to show only your tag sets or all tag sets.
e  Highlight the tag set in the List and click OK.
e  The List Pane now displays the records in your Tag Set. The Status Bar

indicates that there is a Tag Set active and shows the number of records.
The contents of the Tag Set are now your visible data.
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Navigation Pane
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Each table (catalog records, exhibit records, etc.) has nodes to see Tag Sets.

Navigation Pane
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- CANCE
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78 EXHIBIT
-8 HISTORY
-8 RED1

- Built In Filt
ui’ "LII_.I.H ilters H

In the Navigation Pane, expand the catalog records or associated module
node by clicking the + in front of it.

You will see nodes for My Tags and Shared Tags.

My Tags are those you created with “Allow Only Me to Use” in the
Properties.

Shared Tags are those all users created with “Allow Others to Use” in
the Properties. The properties can only be edited by the user who

created the Tag Set.

To activate a Tag Set, click the name in the Navigation Pane.

To see other options, right-click the name in the Navigation Pane.

Activate tag set: Activates the selected tag set. If a Filter is already
active, the filter is applied to the tag set. Only records that match the
filter and are in the tag set will be listed in the List Pane.

Activate tag set, clear filter: Available if an Advanced Filter is
already active. Deactivates the Advanced Filter and activates the

selected tag set.

Modify tag set: Brings up the Tag Set Management window so you
can edit the properties. (See Section D below.)

Delete tag set: Deletes the selected tag set. Deleting a tag set does
not delete the records from your database.
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2. How do I deactivate a tag
set?

D. Modifying a Tag Set

1. How do | remove records
from a tag set?

2. Can | change the fields in
the List Pane for the tag
set?

3. How do I change the
properties of a tag set?

Finding & Grouping Records/Tag Sets

When you leave a module where a tag set is active and go to another
module or directory, the tag set will still be active when you return to that
module. For example, you can activate a tag set in catalog records, go to
Loans Out to view those records, return to the catalog records and the tag
set will still be active. The tag set will remain active until you deactivate it,
select another tag set, or exit the program.

To deactivate a tag set:

e  Click on the Deactivate Tag Set button =E on the Button bar or Tag Set
Management toolbar, or

e Select Deactivate Tag Set on the Record menu.

Note: The tag set is still available to be reset at any time.

To remove records from a tag set, you must first activate the tag set (see C.1
above). Then:

e Highlight a single record in the List Pane or multiple records (selected
using Shift-click or Ctrl-click) that you want to remove from the tag set.

e  On the Tag Set Management toolbar or from the Record menu, select
Remove Selected Record(s) from Tag Set.

The record(s) will no longer appear in the visible data, but will still exist in
the database.

Yes. The fields in the List Pane can be changed by selecting a different sort
on the Button bar, or changing the My List View sort option using Update
My List View on the View menu or right-click menu in the List Pane. See
Section V in this chapter for more information on Sorts and My List View.

To change the properties of a tag set such as the name of the tag set,
description, or who can use the tag set:

e C(Click Tag Set Management on the Tag Set Management toolbar or from
the Record menu. The Tag Set Manager window will open.
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4. How do | delete a tag set?
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File  Tools
= Create Mew Save x Delete

Select a tag set and edit its properties.

Tag Set Properties
J Show Only My Tag Sets

&) Show &l Tag Sets Marne Eiaskets and Bowls
D t All baskets and bowls in the collection
Tag Set + DateCr... Status EEEHPICD:
ARROW 172006 Inactive
712802006 Inactive |
BOOK 7172006 Inactive

&) Allow Others ta Use

BOTHDIR. F1TiZ006 Inactive
CANOE 7/17/2006  Inactive O Allow Only Me to Use
ETHMC 71172006 Inactive | | Created By RED Last Modified By RED
EXHIEIT F17{2006 Inactive | | Created On 7/28/2006 Last Modified On 7/28/2006
HISTORY 71712006 Inactive

. There are 66 record(s) present in this Tag Set
REC1 FN7Iz006 Inactive

Stone implements 7lzaiz006 gf Active

Cancel Chanae Save Change

|_| shaw Summary

Save and Close Cance|

e  Select whether to view only your private tags sets or all tag sets.
e Select a tag set in the list and modify any information as desired.

Note: Tag Set properties can only be edited by the user who created the Tag
Set but other users can activate the Tag Set.

e  After making the modifications, click Save Change or Save and Close.

To delete a tag set:

e Click on Tag Set Management on the Tag Set Management toolbar or
from the Record menu.

e Inthe Tag Set Manager window, select to show only yours or all tag
sets, then highlight the tag set you want to delete.

e  (Click Delete on the toolbar.

e  The system will ask if you are sure you want to delete the tag set. Click
Yes to delete it. Or,

e Inthe Navigation Pane, expand the module under the directory node
where the tag set is located.

e Locate the tag set under My Tags or Shared Tags.
e Right click on the tag set you wish to delete and select Delete Tag Set.

e  The system will ask if you are sure you want to delete the tag set. Click
Yes to delete it.

Note: If the tag set is active when you delete it, you will see a message
asking if you want to deactivate the tag set and then delete it.
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! ‘1 This tag set it currently active, would vou like to deactivate it and delete it?
L

i [ p——

Click Yes to deactivate it and delete the tag set. Click No, to cancel the
deletion.

Once you delete a tag set, it is gone forever. You cannot bring back deleted
tag sets. To view the same subset, you will have to recreate it using filters,
Word Search or selecting records in the List Pane as you did originally.

Deleting a tag set does not delete the records from your database.

E. Using Tag Sets

1. How do I organize the
records in a tag set?

2. Can | apply a filter to a tag
set?

3. Can | compare the contents
of two tag sets?

Finding & Grouping Records/Tag Sets

There are several ways to change the order of records in a tag set:

e Select a predefined sort on the Button bar or from the Record = Sort
menu.

e Inthe List Pane, apply a Quick Sort by clicking on a column header to
sort the list by that field. If you click the same column header again, the
sort order will be reversed.

e To sort and group records by a field in the List Pane, click and drag a
column header to the area just above the column headers where it says
“Drag a column header here to group by that column”. The List Pane
will show the unique values for that column with the records that match
under each value (click the + to expand and view the records under each
value). Note: To ungroup the list, click and drag the column header
back down to the column header row.

For more information on Sorts see Section V of this chapter. For more

information on grouping records in the List Pane, see Section VIII of this
chapter.

Yes. You can apply both Quick Filters and Advanced Filters to tag sets.
Refer to Section II of this chapter for information on setting filters.

Yes. If you have two tag sets that contain some of the same records, you can
compare the contents of two tag sets using Advanced Search.

e  Start Advanced Search by clicking the Epi) button on the button bar,
selecting Advanced Search from the Record Menu, or pressing Alt-8.

e To find the records that are in one tag set but not the other, type the
following in the Search box:

@”’Furniture in Collection” NOT @”Chairs in Collection”

e  Click Begin Search.
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4. What is the Create Tag Set
of Random Records option?
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(Note: “Furniture in Collection” and “Chairs in Collection” are
examples of tag set names. Enter the tag set names that you created.
You must use quotes if the tag set names contain spaces.)

The search results will be all records that are in the first tag set but not in
the second tag set.

e To find the records that are contained in both tag sets, type the following
in the Search box:

@’ Furniture in Collection” AND @”Chairs in Collection”
e  Click Begin Search.

The search results will be all records that are in the first tag set and in the
second tag set.

Create Tag Set of Random Records allows you to produce a random sample
of your records from any Cultural Resources or Natural History directory.
See Section IV of this chapter for information on creating a random set of
records.
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IV. RANDOM RECORDS

A.

Overview

What is the Random
Records function?

When will | use the
Random Records function?

How is the number of
records in the Random
Records determined?

Generating Random
Records

Where is the Random
Records function located?

How do I generate a tag set
of random records?

Finding & Grouping Records/Random Records

The Random Records function allows you to produce a random sample of
your catalog records from any Cultural Resources or Natural History
directory.

You may want to use the Random Records function to check records:
e from a new cataloger’s work
e submitted at the end of a cataloging contract

e for general quality control

You can choose how large to make your random records set. You can define
your set’s size by specifying the:

e number of records in the random tag set, or

e percentage of the visible data in the random tag set.

“Create a Tag Set of Random Records” is located on the Record menu on the
Menu Bar, or from the Tag Set Management toolbar.

Note: To activate the Tag Set Management toolbar, go to the View menu,
select Toolbars and choose Tag Set Management.

e Select “Create a Tag Set of Random Records” on the Record menu. The
Create a Random Set of Records window appears.

Create a Random Set of Records

Select a Tag Set

Do wou want ko create a new kag set ar select an existing
ane?

) Create a new tag set,

Mext = | Finish

| Cancel |

e Select a tag set option:

Create a new tag set will put the randomly selected records into a new
tag set.
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Select an existing tag set will add the randomly selected records to an
already existing tag set.

e  (Click Next.

e Ifyou are creating a new tag set, the next window will allow you to name

the tag set and choose who can view the tag set.

Create a Random Set of Records

Select a Tag Set

Enter properties information For your new tag set. E

Marme

Description

&) Allow Others bo Use
D Allaw Only Me to Use

| Cancel J[ < Back J[ Mext = J

e Ifyou are selecting an existing tag set, the next window will allow you to

select a tag set from the list of your tag sets or all tag sets.

Create a Random Set of Records

Select a Tag Set

Select an existing tag set from the list, E

' Showe Only My Tag Sets

Dake Created Skatus

|| Show Summary

| Cancel J[ = Back J[ Mext = J

e After creating or selecting a tag set, click Next.
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OR
Enter the percentage number (Z0=20%): 0
| Cancel_] s Back_l | Finish_
If you want your random set... Then...

To contain a specific number of

records,

to contain a percentage of the
records in your entire data,

Select a Tag Set

Create a Random Set of Records

R

Enter the exact number or a percentage of records youwish to retrienve
fram wour data. This function ignores any tag set or filter that is currently
inuse. This function may take several minutes depending on your data.

size.

Enter the number of records to select:

enter the number of records to select at

the “Enter the number of records to

select” prompt.

number” prompt.

enter a percentage number of records to
select at the “Enter the percentage

e  Click Finish. The number of randomly selected records will be added to
the new or existing tag set.

3. How do | access the tag set To activate your tag set of random records, you can click the Activate a Tag

of random records that |
generated?

Tags or Shared Tags in the Navigation Pane.

Finding & Grouping Records/Random Records

Set button I]LE on the button bar or Tag Set Management toolbar, select the
tag set, and click OK or you can click on the tag set name under either My
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V. SORT

A. Overview

1. Whatis Sort?

2. Why would | want to sort my
records?

3. Must | choose a sort order?

ICMS User Manual (2009)

The Sort function allows you to select the key value by which the records in
the file are sorted or ordered. By changing the sort order, you can change the
order in which the system displays the records in your visible data.

The sort order defines which fields will display in the List Pane, and which
field(s) you will be prompted for with the Get function.

The sort order is always displayed on the button bar.

To change your sort order, choose from the list of sort orders. The list of
available sort orders changes in the different modules and associated
modules. There are also additional sort capabilities in the List Pane, for My
List View and for Advanced Filters. For more information on sorts within
Advanced Filters, refer to Section II of this chapter.

You sort your records for a variety of reasons. For example, you might want
to sort by discipline to view all the records for each discipline together. A
sort by location would allow you to list and view records by location.

The Get function is based on the sort order. For example, to use the Get
function to get a record by object name, you must first sort the records by
object name. See Section VI in this chapter for more information on using

Get.

No. Ifyou don’t choose a sort order the program uses the default sort order.

The default sort order for your catalog records is by catalog number.

The default sort order varies for associated modules and archives directories.

Associated Module or
Archives level

Accessions
Conservation

Exhibits

Loans Out

Loans In
Preparation/Treatment
Maintenance
Deaccessions
Restrictions

Locality
Artist/Maker/Eminent Figure
Names and Addresses
NAGPRA

Archives — Collections
Archives — Series
Archives — File Unit
Archives — Item
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Default Sort Order

Accession number
Catalog number
Exhibit ID

Loan ID

Accession number
Catalog number
Catalog number
Deaccession number
Restriction number
Site Name

Name

Name ID

Context ID

Collection number

Collection + Series number

Collection + Series + File Unit number
Collection + Series + File Unit + Item nbr
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B. Sorting Records

1. How do | select a sort
order?

2. Can | change the sort order
within a filter?

3. Can I change the sort order
within a tag set?

C. Sort Orders and
Preselected Sort Fields

1. What are the sort orders
and preselected sort fields
for each module?

Cultural Resources Records

Finding & Grouping Records/Sort

To select a sort order:
e use the drop down menu on the button bar, or
e select a sort under Sort on the Record menu.

The new sort order will appear in the button bar and the List Pane will
refresh to reflect the fields defined by the sort.

Note: The program remembers the sort last selected by each user login so
that the next time you access the catalog records or associated module, that
sort will be the active sort.

Yes. You can change the sort order within a filter. For additional
information about filters, refer to Section II of this chapter.

Yes. You can change the sort order within a tag set. For additional
information about tag sets, refer to Section III of this chapter.

The preselected sorts and the fields you will see in the List Pane are as
follows. Default sorts are marked by an asterisk (*).

Note: There is a sort order of My List View for all modules. Refer to
Section D below for information on My List View.

Refer to Appendix F: Archives Module, Appendix H: Collections
Management Report, Appendix I: Automated Inventory Program, and
Appendix J: Automated Checklist Program for the sorts associated with
these modules.

Sort Order Preselected Sort Fields

*By Catalog Number catalog number/object name

By Location location/catalog number/object name

By Manufact. Date manufacture date/catalog number/object name

By Accession Number accession number/catalog number/object name

By Class 1 classification line 1/catalog number/object
name

By Within Site within site provenience/catalog number/object
name

By Object Name object name/catalog number

By Record ID catalog number/object name/description

By Object Status object status/catalog number/object name
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By Artist/Maker

artist or maker/catalog number/object name

By Eminent Figure eminent figure/catalog number/object name

By Eminent Org eminent organization/catalog number/object
name

By Key Descriptor key descriptor/catalog number/object name

By State Site #

state site #/catalog number/object name

Natural History Records Sort Order Preselected Sort Fields
*By Catalog Number catalog number/scientific name
By Location location/catalog number/scientific name

By Accession Number

By Sci. Name, Obj/Science

By Collector
By Locality

By Class1-Discipline

accession number/catalog number/scientific
name

scientific name/catalog number
collector/catalog number/scientific name
locality/scientific name/catalog number

classification line 1/scientific name/catalog
number

By Record ID catalog number/scientific name/description

By Object Status object status/catalog number/scientific name
By Collection Date collection date/catalog number/scientific name
By Eminent Figure eminent figure/catalog number/scientific name
By Eminent Org eminent organization/catalog number/scientific

name

By Identified By identified by/catalog number/scientific name
By Ident Date identified date/catalog number/scientific name

By Common Name common name/catalog number/scientific name

Accessions Associated Module *By Accession Number accession number/description

By Source Ind source individual/accession number/description
By Source Inst source institution/accession number/description
By State Site state site number/accession number/description
By Project Date project date/accession number/description

By Acq date acquisition date/accession number
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Conservation Associated
Module

Exhibits Associated Module

Loans Out Associated Module

Loans In Associated Module

Preparation/Treatment
Associated Module

Maintenance Associated Module

Deaccessions Associated
Module

Restrictions Associated Module

Locality Associated Module

Finding & Grouping Records/Sort

*By Catalog Nbr

By Due Date

*By Exhibit ID

By Title

By Reverse End Date

*By Loan ID
By Borrower
By Loan Description
By Reverse End Date

By Reverse Extension Date

*By Accession #

By Lender

By Loan Description

By Reverse End Date

By Reverse Extension Date

*By Catalog Number
By Due Date

By Receipt Cond

*By Catalog Number
By Due Date
By Task

By Frequency

*By Deaccession Nbr

By Deaccession Type
*By Restriction Nbr

*By Locality

7:54

catalog number/cons due date

cons due date/catalog number

exhibit ID/title
title/exhibit ID

end date/exhibit ID

loan ID/borrower/loan description
borrower/loan ID/loan description
loan description/loan ID/borrower
end date/loan description/loan ID/borrower

extension date/loan ID/loan description

accession number/lender individual/loan
description

lender individual/accession number/loan
description

loan description/accession number/lender
individual

end date/loan description/accession number/
lender individual

extension date/accession number/loan
description

catalog number/due date/field observation
catalog number/due date/receipt condition

receipt condition/catalog number/due date

catalog number/due date/purpose
due date/catalog number/ task
task/catalog number/due date

frequency/catalog number/due date

deaccession number/deaccession type

deaccession type/deaccession number
restriction number

locality/locality description
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Artist/Maker/Eminent Figure
Associated Module

Names and Addresses

Associated Module

NAGPRA Associated Module

2. Can | add sort orders and
preselected sort fields?

D. Quick Sort

1. What is Quick Sort?

2. How do I use Quick Sort?

ICMS User Manual (2009)

*By Artist name

*By Name ID name ID

By Last Name last name/name ID

*By Context ID context ID/synopsis

By Supt. Name superintendent name/context ID/synopsis
By Decision Date decision date/context ID/synopsis

By Record ID context ID/synopsis

Some sorts are compound sorts. This means they have a primary sort field
and a secondary sort field. This is useful for fields that can have the same
value for many records. For example, many records can have the same
object name, so a secondary sort by catalog number is included in the By
Object Name sort. The records sort by Object Name first, then within each
unique object name by catalog number.

There are several ways to sort the data by other fields that aren’t on the sort
list and to change the fields that appear in the List Pane.

e  Use Quick Sort in the List Pane to sort on a different field that is
displayed in the List Pane. See Section D below for further information
on using Quick Sort.

e Use My List View to define specific sort fields and fields displayed in
the List Pane. See Section E below for further information about My
List View.

e You can specify List Pane fields and sort fields to use with Advanced
Filters. Refer to Section II of this chapter for information on Advanced
Filters.

You cannot remove existing sort orders or preselected sort fields from the
program.

Quick Sort allows you to sort records in the List Pane by any field displayed
in the List Pane.

To sort by a field in the List Pane that is different from the sort selected:

e Select a sort or My List View from the pull down menu on the button
bar or from Sort on the Record menu.

e In the List Pane, click on the column header of the field by which you
want to sort the records.
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How do | select the fields to
display in the List Pane so
that | can use Quick Sort?

Can | use Quick Sorton a
Tag Set?

Can | use Quick Sort with a
filter?

Where else can | use Quick
Sort?

My List View

What is My List View?

How do | change the fields
displayed in the List Pane
for My List View?

Finding & Grouping Records/Sort

Collections - PARK - Cultural Resources - Catalog Records

Object, Object(NOM)

Catalog # Material Class 1
»|PARK 542 B KniFe BONE --WOOD --ROOT ETHNOLOGY
PARK 9403 BEAD. BONE. BONE. GLASS. ARCHEOLOGY
PARK 9404 BEAD. BONE. BONE. GLASS. ARCHEOLOGY
PARK 4978 RULER BOXWOOD HISTORY

PARK 4905
PARK 4963
PARK @74

RULE, FOLDING
RULE, FOLDING
TOILET-PART

BOXWOOD --BRASS
BOXWOOD --BRASS
BRASS

HISTORY
HISTORY
HISTORY J

Note: The direction of the arrow displayed in the column header indicates
whether the records are displayed in ascending (A-Z) (up arrow) or
descending (Z-A) order (down arrow).

e To reverse the order of the quick sort, click the column header again to
change the direction of the arrow.

To change the fields displayed in the List Pane, use the My List View sort
option which is available in all modules and associated modules. Then use
the Update My List View option on the View menu to select the fields to
display. See Section E below for further information on My List View.

Yes. You can use Quick Sort on the fields displayed for a tag set by clicking
the column headers.

Yes. You can use Quick Sort with Advanced Filters and Quick Filters by
clicking the column headers.

You can use Quick Sort in any window that contains column headers. For
example,

e supplemental records where you have multiple supplementals of a
specific type

e associated module item lists that display attached catalog records
e Tag Set Management list of tag sets

e  Quick Reports report template and results lists

e  Advanced Filter list of available filters

e Quick Entry formats

Each user can create a personalized sort choice called My List View in each
module and associated module. By default, the fields that display in the list
pane and order in which the records display for My List View is the same as
the default sort for that record type (catalog records, accessions, exhibits,
etc.).

To change the fields displayed for My List View:

o Select Update My List View on the View Menu, or
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3. How do I specify the sort
order for My List View?
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o Right-click in the List Pane and select Update My List View

& My List View
Custom List ¥Yiew

Select the columns to display in the list and how to order the visible records,

Wiew Columns | Order Results By

Colurnns Pick List Colurnns to Show

Y Catalog #
Addnl Group, Arrangement, C Object, Object{NOM) (Full Text)
Alt, Mame (Full Text)
Artist/Maker (Fast Compare)
Artist/Maker (Full Text) 4dd Selected Item(s) -
Catalog Date <- Remove Selected Iternis)
Catalog Folder
Catalog Level, Object Form
Cataloger (Full Text)
Change By
Change Date
Class 1 {Fast Compare b

Move Up Maove Down

Save and Activate Save and Close Cancel

e  On the View Columns tab in the My List View window, select the field
in the Columns Pick List you want to display in the List View. You can
highlight more than one at a time by using Shift-Click or Ctrl-click.

e  Click Add Selected Item(s). The fields will appear in Columns to Show.

e To change the order of the fields, highlight the field in Columns to Show
and use Move Up and Move Down.

e  When you have finished adding fields to the list, click Save and Activate
if you want to save the list and immediately active the My List View
field options in the List Pane. You can also click Save and Close to save
the changes without activating My List View.

To specify the fields to sort by in My List View:

e Select Update My List View on the View menu or from the right click
menu in the List Pane.

e Select the Order Results By tab in the My List View window.

2 My List View

Custom List Yiew

Select the columns to display in the list and how to order the visible records, Double click iterns in the
Colurnns to Sort By list to reverse the order

Wiew Colurmns | Order Resulks By

Colurnns Pick List Colurmns to Sort By

fi&, Catalog #

4
Artist/Maker (Fast Compare)
Catalog Date

Catalog Folder

Catalog Level, Object Form
Change By

Change Date

Class 1 {Fast Compare)
Condition b

Add Selected Iternis) -=
<- Remove Selected Item(s)

Move Up Move Down

When using large sets of data use this sort...
By Key Descript V]

Save and Activate Save and Close Cancel
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Select the field in the Columns Pick List you want to sort by. You can
highlight more than one at a time by using Shift-Click or Ctrl-click.

Click Add Selected Item(s). The fields will appear in Columns to Sort
By.

To change the order of the fields, highlight the field in Columns to Show
and use Move Up and Move Down.

Note: If you choose more than one field to sort by, the first field in the list
will be the main sort field, the second field will be the secondary sort field,
and so on. For example, you could choose Material as the first field and
object name as the second field. The records will sort by Material first, then
within each material type by object name.

Double-click on a field on the Columns to Sort By box to toggle

between ascending (A-Z) [ and descending (Z-A) 5 order.

When you have finished selecting the sort fields, click Save and Activate
if you want to save the list and immediately active the My List View
sort. You can also click Save and Close to save the changes without
activating My List View.

For more information on the option regarding large data sets see Chapter 9,
Section VII, System Options — Large Data Sets and Paging.

You can change the settings for My List View at any time and in any
module to suit your needs at that moment. The program remembers the
last settings you saved.
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VI. GET

A. Overview

1. What is the Get function?

2. Why would I use Get
instead of Word Search?

3. Where is the Get function
located?

B. Get a Record

1. How do/use Gettogotoa
specific record?

ICMS User Manual (2009)

The Get function allows you to go to a specific record, in order by the current
sort. You can also use it to jump to a specific section of your records.

The Get function is tied to your current sort order. If your records are sorted
by catalog number, Get will ask for the catalog number you want to go to. If
you are sorted by object name, Get will ask for the object name and the
catalog number (optional) you want to go to. For more information on Sorts,
see Section V of this chapter.

Get allows to you go to a specific record but does not limit your visible data
to only that record as Word Search does.

Get is accessed from the Record menu or by clicking the key button % on
the button bar. You can also press F8.

To use Get, first determine what sort you want to use to get a record. If you
know the exact catalog number, for example, choose the By Catalog Number
sort. If you only know the object name of an item, choose the By Object
Name sort. If you are in an associated module such as Loans Out and only
know the borrower, select the By Borrower sort. (Choose the sort you want
on the button bar in any module.)

Then click the Get button on the button bar, choose Get from the Record
menu, or press F8.

Following are a few examples of Get using different sorts.

Example 1: Catalog records sorted By Catalog Number

= Get Record

Use Getto go to a particular record.

Enter all or the first part of the information that appears in the field{s) below,

Catalog # Greater Than or Equal {above)

[

K Cancel

e To find a specific catalog number, type the catalog number you wish to
go to. For example, ‘PARK 1234’ or ‘BIA 1967.01.039°.

Note: This sort is not case sensitive, so you could also enter ‘park 1234°.
e  Press enter or click OK to go to that record. The List Pane will jump to

that record and the Record Pane will display the catalog number you
entered.
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Example 2: Catalog records sorted By Object Name

3 Get Record E@@

Use Getto go to a particular record.

Enter all or the first part of the information that appears in the field{s) below,

Object Greater Than or Equal {Abowve)

Catalog # Greater Than or Equal {Above)

]

Kk Cancel

e To find a specific object name, enter all or part of the object name in the
first field. For example, enter ‘flag’ for the object name. Since there
can be more than one record with the same object name, you can enter
the catalog number in the second field but it is not required. Get will go
to the first record that satisfies the information typed into the fields.
Scroll through the records in the List Pane to find the exact record.

Note: If you are unsure of the object name, enter only part of the name and
the system will take you to the first record that matches the requested object
name or to the location in the list where that name would occur
alphabetically. For example, you could enter ‘chip’ for object name, but
‘chip’ is not an object in your data. The next closest match is ‘chipped
stone’. The program will take you to that section of the list starting with
‘chipped stone’.

e  Press enter or click OK to go to that record. The List Pane will jump to
the closest record that matches your criteria.

Example 3: Catalog records sorted By Accession Number

& Get Record

Use Getto go to a particular record.
Enter all or the first part of the information that appears in the field{s) below,

Accession # Greater Than or Equal (Abave)
PARK-00635

Catalog # Greater Than or Equal {Abave)

Ok Cancel

e To go to a specific accession number, enter the accession number in the
first field. You must format the accession number correctly for the
program to take you to the right accession number. You must have the
acronym, a dash, and the zero padded number. For example, enter
‘PARK-00685".

Note: This is also a sort that could have multiple records with the same
accession number. You can enter the catalog number in the second field but
it is not required.
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e  Press enter or click OK to go to that record. The List Pane will jump to
the closest record that matches your criteria.

Example 4: Names and Addresses associated module sorted By Name ID

23 Get Record |Z| |E| r@

Use Getto go to a particular record.

Enter all or the first part of the information that appears in the field{s) below.

Mame ID Greater Than or Equal (Above)
MPS Unit

i

Kk Cancel

e To find a specific name in the Names and Addresses associated module,
enter all or part of the name in the Name ID field. For example, enter
‘NPS Unit’.

e  Press enter or click OK to go to that record. The List Pane will jump to
the closest record that matches your criteria.
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VII. FIND RECORD

A.

Finding & Grouping Records/Find Record

Overview

When would | use the Find
Record function?

Where can the Find Record
function be used?

Can | use Find Record on
any field?

Can | use Find Record to
group records?

Will Find Record work in a

tag set or filter?

How do | access Find
Record?

Using Find Record

How do | use the Find
Record function in the List
Pane?

Use the Find Record function to find the next occurrence of a specific word
or character string in your records. You can search forward or backward in
the list. You can search within only one field, or within all fields.

Find Record can be launched from the List Pane or Record Pane.
When Find Record is used in the List Pane, it is limited to the fields shown in

the List Pane. When Find Record is used in the Record Pane, you can search
selected or all fields in the current record.

No. Find Record does not group records. It is a “go to” function that simply
takes you to the next record it finds that matches your entry.

Yes. Find Record will search only your visible data. If you have a tag set or
filter active, or select multiple records in the List Pane using Shift-click or
Ctrl-click, Find Record will only search within those records.

To access Find Record:

e  (lick the Find Record button E" on the button bar, or
e Choose Find Record on the Record menu, or

e  Press Ctrl-F

To use Find Record in the List Pane:

e  (Click in a column in the List Pane to select a field so that the List Pane is
the active window.

e  Click the Find Record button on the button bar, press Ctrl-F, or select
Find Record from the Record menu. The Find Record in List Pane
window will open.
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2. How do I use the Find
Record function in the
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& Find Record in List Pane

Find Record in List Pane

Find Mext

Find what:
Close
Search

%) From this point forward
) From this point backward
) From the First record

|_IMatch Case
[_1Find Wwhals Wards Only

Find in Field &) Search this Field only
) Search all fields in list pane

e Type a word or phrase in the Find What field.
e Select which direction to search from the following options:

o  From this point forward: Searches forward, according to the
current sort order, from the record selected in the list pane to the
end of the visible data.

o  From this point backward: Searches backward, according to the
current sort order, from the record selected in the list pane to the
beginning of the visible data.

o  From the first record: Searches forward, according to the current
sort order, from the first record in the visible data to the end of
the visible data.

e Select “Match Case” if you want to find only those words whose case
matches exactly what you type in the Find What field. “Basket” will not
find “BASKET” if this option is checked.

e Select “Find Whole Words Only” if you want to find only words that are
spelled exactly as what you type in the Find What field. “Basket” will
not find “Basketry” if this option is checked.

e Select from the options in the Find in Field box:

o Search this field only: Will only search in the currently selected
field in the List Pane. Note: The selected field displays as white
when selected.

o Search all fields in list pane: Will search all fields that appear in
the List Pane.

e Once you have selected all your options, click Find Next.

The system will go to the next record it finds in the List Pane according to
your options that matches. That row will be selected.

e Click Find Next again to go to the next record that matches your options.

e  Click Close when finished.

To use Find Record in the Record Pane:
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Record Pane? e Activate a tag set or filter or select multiple records in the list pane using
Shift-Click or Ctrl-Click.

Note: If you have not limited your visible data, you cannot use the Find
Record function in the Record Pane. You will receive a message telling you
that you must activate a filter, tag set, or select multiple records to use this
function.

e  Click in any field in the Record Pane.
e  Click the Find Record button on the button bar, press Ctrl-F, or select

Find Record on the Record menu. The Find Record in Record Pane
window will open.

& Find Record in Record Pane

Find Record in Record Pane

Find what: hd

Search: &) Al fields in
') Selected Fields
|_|Makch case  [v]Whale word

Find Mext Close

Results

e Type a word or phrase in the Find What field.
e  Select where to search: All fields or Selected fields

If you choose Selected fields, the Select Fields window will open.

2 select Fields =[=1[E3)

Update selected fields
Select itern(s) fram the list on the left and add thern to the list on the right.

Fields Pick List Selected Fields

Addnl Group, Arrangel a Object, Object(MOM) (Full
Artist/Maker (Full Text Key Descript {Full Text)
Catalog # Alt. Marne (Full Text)

Catalog Date
Catalog Folder
Catalog Level, Object Add Selected Itemis) -=
Cataloger (Full Text)
Change By =- Remove Selected Itemis)
Change Date

Class 1 (Full Text)

Class 2 (Full Text)

Class 3 (Full Text)

Class 4 {Full Text)

Cond Desc (Full Text)
Condition

Copyright b
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Select the field in the Fields Pick List on the left and click Add Selected
Item(s) to add them to the Selected Fields list on the right. Click OK
when finished selecting fields. The Find Record function will search for
the word or phrase only in the fields you select.

Check “Match Case” if you want to find only those words in the case
that matches exactly what you type in the Find What field. “Brick” will
not find “BRICK” if this option is checked.

Check “Whole Word” if you want to find only words that are spelled
exactly as what you type in the Find What field. “Brick” will not find
“Bricklayer” if this option is checked.

Click Find Next when your options are selected. The system will start at
the beginning of the visible data and indicate the first record that
matches in the Results section.

2 Find Record in Record Pane

Find Record in Record Pane

Find what: brrick [~

Search: ') &l fields in
‘&) Selected fislds

| _IMatch case ] Whole word Selected Fields

Find Mext Close
Results
Specified text found:
PARK 974
Offect hﬂ

The primary key field (Catalog Number in Catalog Records, Exhibit ID
in Exhibit Records, etc.) will appear under Results along with the field
where the search matches.

The List Pane and Record Pane behind the Find Record window will
also jump to the record where the text was found.

If you want to view the full record, click the primary key field under
Results to bring up the record in a separate window.

Click Find Next again to go to the next record that matches.

Click Close when finished.
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VIII. LIST PANE

A. Overview

1. How can | use the List Pane
for finding and grouping
records?

2. Can | change the fields that
display in the List Pane?

B. Using the List Pane to
Group and Find Records

1. How can I quickly find a
record in the List Pane?

2. How do I select multiple
records in the List Pane?

There are several ways to organize your data using the List Pane.

e  Use the column headers in the List Pane to set a Quick Sort (see Section
V of this chapter for information on quick sort).

e  Use the column headers in the List Pane to set Quick Filters (see Section
II of this chapter for information on quick filters).

e Use Find in the List Pane to locate records (see Section VII of this
chapter for information on Find).

e  Start typing in a selected column in the List Pane to quickly go to the
next record that matches your typing.

e Highlight single and multiple records in the List Pane to perform other
functions on the selected records.

e  Use the column headers in the List Pane to group your records by a
specific field.

Yes. Use the Update My List View option on the View menu to change the
fields that display in the List Pane. In addition, each predefined sort has a set
of preselected fields that display in the List Pane. Refer to Section V of this
chapter for more information on Sorts and My List View.

To quickly go to a record in the List Pane by using a specific column:
e Click on any record in the column you want to use.

e Begin typing a character. The List Pane will advance to the first record
it finds that matches the character(s) you type.

e Notice that the characters you type are highlighted in that column. You
can continue to type characters and watch the List Pane advance to the

first record that matches all characters typed.

Note: This option works best if you are also sorted by the field you are
typing in, but it is not necessary.

To start over in the same column, you will have to either click on another
record in that column, or backspace out the highlighted characters you typed.

There are two ways to select multiple records in the List Pane:
e  Shift-click — selects consecutive records

e  Ctrl-click — selects records that are not adjacent
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Shift-click

Ctri-click
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If you want to select records in the List Pane that are immediately adjacent to
each other, use the Shift-click method.

e  Click on the first record you want to select.
e Hold down the shift key while you click on the last record in the group.

All records between the first and the last will be highlighted.

Collections - PARK - Cultural Resources - Catalog Records

| Object, Object(NOM)  Material Class 1
6610 PLATE, DINNER GLAZED CERAMIC HISTORY
6611 PRINT, PHOTOGRAPHIC PHOTO PAPER --WOOD -... HISTORY

ED CERAMIC &
FORK, SALAD SILVER PLATE METAL HISTORY a
)

Note: To deselect the records, click on any record in the list without
pressing Shift.

If the records you want to select are not adjacent to each other, use the Ctrl-
click method.

e  Click on a single record to highlight it.

e Hold the Ctrl key down and click on another record anywhere in the
List.

e Locate the next record, hold the Ctrl key down again while you click on
it.

e Continue locating and selecting records by holding the Ctrl key down
before you click on each record.

Note: If you click on a record without holding the Ctrl key down, all other
records you had selected previously will no longer be highlighted.

Also, if you accidentally highlight a record that you did not want to select,
continue to hold the Ctrl key down and click on it again. It will be deselected
while the rest of the records you have selected previously will remain
highlighted.

Collections - PARK - Cultural Resources - Catalog Records . il

i Catalog #  Object, Object{NOM)  Material Class 1
(PARK 6508 COMPASS - PART (BOTT... PLASTIC --PETROLEUM OIL HISTORY
6599 STAINLESS STEEL ALLOY  HISTORY
6600 COl - PART (S .. FERROUS & MON FERROU,.. HISTORY
FERROUS & NON FERROU... HISTORY

. PAPER --PLASTIC HISTORY
=-WOOD --GLASS  HISTORY

HISTORY

HISTORY

--CORD --PLASTER HISTORY
METALS A
==PAINT =-PHOTO ..,
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3. Can | use both Shift-click Yes. You can combine these two methods only if you use Shift-click first.

and Ctrl-click in combination
to select multiple records? .

For the records that are adjacent to each other in the list, click the first
one, hold down the Shift key and click the last one so that all records in
between are also highlighted.

Then, to select other individual records outside of the group already
highlighted, hold down the Ctrl key and click on each record. The
original group selected with Shift-click will remain highlighted while
you select other records.

Note: You cannot use Shift-click after you have selected records using Ctrl-
click. The previous records you highlighted will no longer be selected.

Collections - PARK - Cultural Resources - Catalog Records

to group by that column

| Object, Object{(NOM) | Material Class 1

PARK 6598 COMPASS - PART (BOTT... PLASTIC --PETROLEUM OIL HISTORY

. STAL TEEL HI ¥
HI
i HE

PAPER --INK

PAPER --INK HISTORY

WOO D --PLASTER HISTORY

LIGHT, ANCHOR CUPROUS METALS v HISTORY

B PRINT, PHOTOGRAPHIC (... WOOD --PAINT --PHOTO .., HISTORY

4. How do | group records in You can group records in the List Pane by field values. To group records by
the List Pane? the unique field values of a specific field:
e Right-click on a column header and choose Group By This Column, or
e Click and drag the column header to the area just above the column

headers. This area is called the Group by Box and is indicated by the
message ‘“Drag a column header here to group by that column.”

Note: If you do not see the Group by Box, right-click on a column header in
the List Pane and choose Group By Box.

Finding & Grouping Records/List Pane

Collections - PARK - Cultural Resources - Catalog Records

 Catalog # Material Class 1
& Object, Object{NOM): ABBOTT, WILLIAM L., DESIGN DOCUMENTS FOR (Count=1)
O Object, Object{NOM): ABRADER {Count=11)

& Object, Object(NOM): ABRADER FRAGMENT (Count=1)

=

: ABRADER, A

PARK 8458 SANDSTONE ARCHEOLOGY

PARK 8459 SANDSTONE ARCHEOLOGY
PARK 8460 SANDSTONE ARCHEQLOGY

i Object, Object(NOM): ABRADER, GROOVED (Count=1)
" 3 Object, Object(NOM): ABRADER, PASSIVE, FRAGMENTED (Count=1)
3 Object, Object{NOM): ABSORBER, SHOCK (Countw1) a|

B AL S s A e LAY RS S AT ARIRIT s Ao Fiaias Y

Notice that the records are now sorted by this field. The List Pane
displays the unique values for the grouped field with a count of how
many records are included under each value.

To view the records for each value, click the + in front of the entry to
expand the list. The records will be displayed below it.
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5. Can I group by more than
one field?

6. Can | change the order of
the grouped fields?

7. Can | print the List Pane
with the groupings?

8. Can | use grouping on Tag
Sets or Filters?

ICMS User Manual (2009)

To fully expand all groups, right-click in the Group byBox above the list
pane and choose Full Expand. To collapse all groups, right-click in the
Group by Box and choose Full Collapse.

You can group by more than one field.

e  With one column header already in the group box, click and drag
another column header to the group box or right click on the column
header and choose Group By This Column.

Collections - PARK - Cultural Resources - Catalog Records

Object, ObjectiNOM} & -
— . Material 4

Catalog # Class 1 ot
d Object, ObjectiNOM): BRIC-A-BRAC (SOUVENIR) {Count=1)

(3 ® Object, Ohject{NOM): BRICK (Count=5)
& Material: CLAY (Count=3)

PARK 974 HISTORY

PARK 975 HIZTORY

PARK 976 HISTORY
&) Material: TERRACOTTA (Count=2)

PARK 799 HISTORY

PARK 801 HIZTORY

el Object, Object{NOM): Bridle, single. {Count=1})
& Object, Object{NOM): BRIEFCASE (Count=1)
«d Object, ObjectiNOM): BROADAX {Count=1)
= A Nhiact Ohiact WOMY REOANAY - DART FHFANY (T annt=1% d

e Notice that the records are still grouped by the first field with the counts
for that value indicated. Then, within each group, the records are
grouped again by the second field that is in the group box.

e To view records in each group, click the + in front of the entry to expand
the list. In the example above, the records are first grouped by object
name and then by material within each object name. So the Object
Name of ‘BRICK’ contains 5 records with 2 material types: 3 records
with CLAY and 2 records with TERRACOTTA.

Note: You can group by any field that is displayed in the List Pane. But you
must always leave at least one field in the column header row.

Yes. You can change the order of the grouping. In the example above, to
make the Material field the first group, click and drag the Material header
into the position of the Object Name header. The headers will change places
and the List Pane will refresh to display the new grouping order.

Yes. You can print the List Pane in the grouped format by using the Print
List or Print Preview options on the button bar or from the File menu. The
list will print with all groups fully expanded.

Refer to Chapter 5, Printing and Reports for further information on Print List
and Print Preview.

Yes. You can use the grouping options in the List Pane on an subset of data
including Tag Sets, Advanced Filters, and Quick Filters.
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9. How do I cancel grouping? To ungroup records:

e  Drag the header(s) in the Group by Box back into the column header
oW, or

e Right click on a header in the Group by Box and select Ungroup, or

e If multiple headers are in the Group by Box, right click in a blank area of
the Group by Box and choose Clear Grouping.

The List Pane will return to the regular list of records.
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